procoli | Project Acceptance Template

[bookmark: _6f2r03tinwc2]Template: Definition of Done & Acceptance Criteria
Use this template to keep the deliverable, requirements, acceptance criteria, definition of done, test steps, and approvals in one place.
Ideal for projects with multiple stakeholders, clear handovers, and a clean approval process.
[bookmark: _m188vwg1ihqu]Project Framework
Project name:  
Subproject / Area:  
Deliverable / Project outcome: [What exactly should be handed over, approved, or accepted at the end?]


Responsible team member:  
Client / Business side/ Accepting Person:  
Planned acceptance date:  
1. Requirements
What requirements should the deliverable meet? Functional, technical, and organizational.
· Requirement 1: ______________________________________________________________
· Requirement 2: _______________________________________________________________
· Requirement 3: _______________________________________________________________
2. Acceptance Criteria
How do you know that the requirements have been met? Please formulate them in a concrete, observable, and testable way.
· Acceptance Criterion 1: ______________________________________________________
· Acceptance Criterion 2: _____________________________________________________
· Acceptance Criterion 3: _____________________________________________________
· Acceptance Criterion 4: _____________________________________________________

[bookmark: _bauf5nfkdw26]3. Definition of Done (DoD)
Which general quality standards must also be met for the result to be considered “done”?
· tested
· reviewed
· documented
· approved
· versioned
· Properly handed over 
Projektspezifische DoD-Ergänzungen:  
4. Test / Evidence
How will it be verified that the criteria have been met?
	Checkpoint
	Test / Verification Step
	Evidence/ Documentation
	Status

	


	
	
	

	


	
	
	


5. Approval / Acceptance
Reviewed by:  
Approved by:  
Date of review:  
Acceptance status:
· approved
· approved with open items
· not yet approved
Approval comment:

6. Open Items / Rework
Which items are still open or need to be revised?
	Open item
	Responsible
	Deadline
	Status

	


	
	
	

	


	
	
	



7. Final Documentation
· finale files: __________________________________________________________
· test evidence : ____________________________________________________________
· approval record : ________________________________________________________
· Additional links / documents: _______________________________________________
[bookmark: _xwtqybdqkbw2]Note on Use
This template helps you clearly connect requirements, acceptance criteria, definition of done, and acceptance. This turns a loose list of expectations into a transparent and traceable approval process - especially helpful in projects with multiple internal teams, clients, or external partners.

Do you want to manage approvals with external partners digitally, without email chaos and login barriers? Try procoli Mini for simple approval via link: https://procoli.io/en/waiting-list.html 
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