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A DID is created to specify the content of a deliverable and the acceptance criteria. It is similar to a template, but focuses on content not formatting and should be based on industry best practices and lessons learned. 

Unlike a Deliverable Expectation Document (DED) which is prepared by the contractor, the project office creates the DID to specify to the contractor what the project office requires of the deliverable. There is less room for negotiation with a DID and presents a clearer expectation to the contractor of the amount of work required to develop the deliverable and the level of detail expected. 

DIDs should be created during the Procurement phase and referenced or included in the Request for Proposal and/or Statement of Work. A DID should be created for each major deliverable (or all deliverables).  

Since this document describes requirements for a deliverable, the words “shall” and “must” should be used to clarify the specific requirements. (Use of “will” is not recommended except to indicate future activities.) Use “may” and “should” for items which are suggested but not mandatory. If desired, the requirements can be explicitly numbered to help verify later compliance.   >
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1. Introduction

1.1 Purpose

This document is the Data Item Description (DID) for the < xxx > deliverable. The purpose of this DID is to describe the required content and level of detail for the deliverable, as well as specifying key acceptance criteria. 

This document should be used by the contractor in the preparation of the deliverable. The general format described in this document should be followed and all content described herein must be provided, unless specifically waived by the Project Manager.  
1.2 Scope

This document describes the required content of the < xxx > deliverable and the key acceptance criteria for the document. 

1.3 References

For other references and guidance on the Office of Systems Integration (OSI) project management methodology refer to the OSI Best Practices website (BPweb) (http://www.bestpractices.cahwnet.gov).  

1.4 Acronyms

	BPweb
	Best Practices website 

(http://www.bestpractices.cahwnet.gov)

	DID
	Data Item Description

	OSI
	Office of Systems Integration

	SOW
	Statement of Work

	TOC
	Table of Contents


2. Deliverable Description

2.1 Purpose

The purpose of the < xxx > deliverable is to….

< Indicate the purpose of the deliverable and how it will be used

Indicate any dependencies or relationships to other documents or workplan tasks. For example, a requirements document serves as the basis for all future system work, and design activities cannot begin until the requirements are finalized. >

2.2 Delivery Requirements

The deliverable shall be provided according to the current schedule and not later than < mm dd, yyyy >. The contractor shall provide the deliverable in both paper and electronic format, including supplemental charts and supporting worksheets, in accordance with the terms specified in the Statement of Work (SOW). 

< Indicate any special delivery requirements. Refer to the schedule for due dates unless there is a specific due date specified in the contract or a “hard” date which cannot be exceed (e.g., date when liquidated damages are triggered). 

Refer to the SOW for the number and format of the copies or indicate special requirements here. Normally both hard and soft copies must be provided. If the electronic copies or attachments must be presented in a specific format, indicate the required format (e.g., MS Word, diagrams in MS Visio, schedules/workplans in MS Excel, pictures in .gif format, full deliverable in PDF, etc.).

If the contractor is expected to distribute copies to all reviewers, indicate that in this section. If the deliverable will be provided at a walkthrough or deliverable review kickoff, indicate this and how the meeting will be scheduled and by whom. 

If the deliverable will be periodically updated, indicate what triggers an update and refer to the schedule or indicate when the updates are expected. > 

2.3 Review Requirements

< Indicate any special review requirements, including minimum/maximum amount of state review time, if federal reviewers will be involved, if walkthrough or review meetings are required, etc. 

Indicate any mandatory reviewers (e.g., System Architect, Feds, Independent Verification and Validation (IV&V), etc. Do not use specific names, but instead refer to the reviewers by title or organization.  > 

2.4 Acceptance Criteria

< List the specific acceptance criteria to be considered when approving the document.

Examples include: 

· Must contain an updated Requirements Traceability Matrix (RTM)

· Must describe the rationale for selecting the hardware and COTS software components

· Must include a description of all database tables, keys and indices and describe any normalization performed on the database. 

· Must describe the specific methodology used to manage risks on this project. A general description of risk management theory is not acceptable. The methodology description must indicate how theory will be applied to this project based on the project characteristics and risk tolerance.  >

3. Preparation Instructions

3.1 General Instructions

3.1.1 Title Page

The document shall include a title page containing the following. 

· Title of the document

· Date of the document

· Version number and revision number

· Name and address of the preparing organization


3.1.2 Table of Contents

The deliverable shall contain a table of contents (TOC) providing the title, number (if applicable), and page number of each titled paragraph through the 3rd level (e.g., paragraph 3.1.2 Table of Contents). 

If there are more than five figures, tables, diagrams or appendices, these items shall be included in the TOC or in separate TOCs (e.g., Table of Figures, Table of Tables, etc.). 

3.1.3 Revision History

The deliverable shall include a list of the deliverable versions describing the version number, date of the version, and summary of the changes made from the previous version. 

3.1.4 Page Numbers

Each page of the document shall indicate the name of the document, the version of the document and the date of the document. 

Unique page numbers shall be included on all content pages of the document including appendices and supporting materials. For pages generated by a tool or alternate form (e.g., database dump), the data shall be assigned unique numbers or names in such a way that desired data can be referred to, indexed and accessed. 

3.1.5 Spell Checking

The document shall be spell-checked to remove obvious typographical errors prior to delivery. 

3.1.6 Applicable Standards 

< Refer to any applicable industry or government standards which must be used or adhered to when preparing the deliverable. Be specific – do not indicate “IEEE standards” or “adhere to the PMBOK”. Indicate specific standards by title, number and/or applicable section of a standard. Indicate where the item may be obtained or accessed. 

If there are templates which must be used, cite the specific template and indicate where it may be obtained or accessed. >

3.2 Content Requirements

The following sections describe the required content of the deliverable. The format and sequence of section described below is suggested. If the sequence of sections is significantly changed, the contractor shall provided as an appendix a mapping of the format described in this section to the format of the actual deliverable. 

3.2.1 Introduction

3.2.1.1  Purpose of the Document

This section shall describe the purpose of the deliverable and how the deliverable will be used.

3.2.1.2  Scope

This section shall describe the scope of the deliverable, and the activities which were performed to create the deliverable. 

< …

Fill in the appropriate sections for the deliverable. Generally, a Participants/Roles and Responsibilities section and Methodology section are applicable. 

A section for assumptions and constraints may also be applicable.   

Indicate specific level of detail and required content. It may be appropriate to provide a sample paragraph to help illustrate the level of detail required. 

… >

3.2.2 Appendices

Appendices may be added, as needed to clarify or provide additional detail to the deliverable. 

3.2.2.1  Acronyms and Glossary

An acronym list and glossary of key terms used in the deliverable shall be provided. 

3.2.2.2  Referenced Documents

If other documents or materials were cited in the document, a list of the referenced materials shall be provided. The reference list shall include the title of the material, author of the material, date of the material, and location where the material is stored. 

 < Additional appendices may include such things as:

· Updated Requirements Traceability Matrix 

· Sample Forms and Reports

· Database Printouts or Code Listings

· Process Flow Diagrams

· Screen Snapshots   >  
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