List of Documents recommended by PRINCE2

	Acceptance Criteria
	Definition of what must be done for the final product to be acceptable to the customer and staff who will be affected

	Business Case
	Documents the justification for the undertaking of a project based on the estimated cost of development ad the anticipated business benefits to be gained

	Checkpoint
	To report at a frequency defined in the stage plan the status of work for each member of a team

	Communication Plan
	To define all parties with an interest in the projects and the means and frequency of communication between them and the project

	Configuration Item Record
	A record of the information required about a product's status

	Configuration Management Plan
	To identify how and by whom the project's products will be controlled and protected.

	End Project Report
	Project manager’s report to the project board on how well the project has performed against its PID including the original planned cost, schedule and tolerances, the revised business case and the final version of the project plan

	End Stage Report
	Gives a summary of progress to date, the overall project situation and sufficient information to ask for a project board decision on what to do next with the project

	Exception Report
	Produced whenever costs and/or timescales for an approved stage plan are forecast to exceed the tolerance levels set. It is sent by the project manager in order to appraise the project board of the adverse situation

	Follow-on Actions
	To pass details of unfinished work or potential product modifications to the group charged with future support of the final product in its operational life

	Highlight Report
	Self explanatory

	Issue Log
	To 

· allocate a unique number to each project issue

· record the type of project issue

· be a summary of the project issues, their analysis and status

	Lessons Learned Log
	To be a repository of any lessons learned during the project that can be usefully applied to other projects

	Lessons Learned Report
	To pass on any lessons which can be usefully applied to other projects

	Post-Project Review
	To find out

· whether the expected benefits of the product have been realised

· if the product has caused any problems ins use

	Product Checklist
	To list the products to be produced within a stage plan, together with hey status dates

	Product Description
	Self explanatory

	Project Approach
	To define the type of solution to be developed by the project and/or the method of delivering that solution.  It should also identify any environment into which the solution must fit.

	Project Brief
	To provide a firm foundation for the initiation of the project

Key document

	Project Initiation Document
	To define the project, to form the basis for its management and the assessment of overall success

	Project Mandate
	Should contain sufficient information to identify at least the prospective executive of the project board and indicate the subject matter of the project

	Project Issue
	Any matter which has to be brought to the attention of the project and requires an answer

	Project Plan
	Statement of how and when a project’s objectives are to be achieved, showing the major products, activities and resources required on the project

	Project Quality Plan
	Part of the PID, defining how the supplier intends to deliver products which meet the customer’s quality expectations and the supplier’s quality standards


	Quality Log
	A log to 
· show a unique reference for each quality check planned

· act as a pointer to the quality check documentation for a product

· act as a summary of the number and type of quality checks held

	Risk Log
	A log to 
· allocate a unique number to each risk

· record the type of risk

· be a summary of the risks, their analysis and status

	Stage Plan
	Basis for project management control through the stage

	Work Package
	Defines an individual piece of work, including interfaces to other parts of the project.


