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User Acceptance Sign-Off sheet
Use this form for all projects/tasks/systems/scripts/etc. that need to move to production and /or go live.
This document should be filled out and signed by the appropriate party

Client Name: 
	Project Name:
	

	Release:
	

	This Document is Issued by:
	

	Date Submitted:
	


The project outcome has been measured against its acceptance criteria and has been formally accepted on behalf of the {insert Client Name}. 
I have reviewed the features and functions for the {insert project or system name} and agree that they are appropriate to my business area or have indicated all the issues preventing me from performing my duties as defects to be reviewed and resolved:
Unless otherwise noted:-
	Additional Comments related to the Client’s Acceptance:



	Recorded Shortfalls and Key Lessons Learned (list, if any):


	Key Action/Issue to be tracked

	No.
	Description/Action
	Expected Result
	Actual Result
	Pass/Fail
	Required for System Acceptance Signoff Review (Y/N)
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								Date:			
				Executive/Sponsor

_______________________________			Date:			
				Project Manager
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