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	Project Title
	[Name]

	Project Manager
	[Name]

	Sponsor
	[Name]

	Date
	[Date]

	Version
	1.0

	Sign-Off Type
	Phase / Milestone / Final



1. Deliverables Being Accepted
	Deliverable 1
	[Description] — Reference: [Doc ID]

	Deliverable 2
	[Description] — Reference: [Doc ID]

	Deliverable 3
	[Description] — Reference: [Doc ID]

	Deliverable 4
	[Description] — Reference: [Doc ID]



2. Acceptance Criteria Verification
	Criterion 1
	[Description] — Status: ✓ Met / ✗ Not Met / ~ Partial

	Criterion 2
	[Description] — Status: ✓ Met / ✗ Not Met / ~ Partial

	Criterion 3
	[Description] — Status: ✓ Met / ✗ Not Met / ~ Partial



3. Outstanding Items (if any)
List any outstanding items that have been agreed as acceptable for sign-off, with agreed resolution dates.
	Outstanding Item 1
	[Description] — Resolution by: [Date] — Owner: [Name]

	Outstanding Item 2
	[Description] — Resolution by: [Date] — Owner: [Name]



4. Formal Acceptance
By signing below, the signatories confirm that the deliverables listed above have been reviewed and are accepted as complete (subject to any outstanding items noted above).

	Project Manager
	Name: _______________  Signature: _______________  Date: _______

	Project Sponsor
	Name: _______________  Signature: _______________  Date: _______

	Client / Customer
	Name: _______________  Signature: _______________  Date: _______

	Quality Lead
	Name: _______________  Signature: _______________  Date: _______



This signed form should be stored in the project document repository and a copy provided to all signatories.




