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Introduction

As part of the  <enter project name> implementation, we require sign-off for <enter deliverable for sign-off>.  Your review, understanding and acceptance of <enter deliverable for sign-off> is critical.

<enter an explanation of the deliverable and why sign-off is required>

How Sign-off Will Be Achieved

· You will receive the relevant package of information and have <X number> business days to review it.

· You will be contacted by <enter name> to answer any of your questions and if necessary arrange a time to meet and discuss the package.

· When satisfied with the content, please sign-off the package or specific sections that relate to your area of responsibility.  The sign-off document should then to be returned to the <enter name>.  
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