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Usage Guidance

Toolkit materials should only be used with due consideration to the context and requirements of the programme in question. Materials should not be directly applied ‘off the 
shelf.’

CATEGORY DESCRIPTION

1.  Example material  – The tool has been provided by a single public or private sector organisation, or an external forum that has not been moderated by the Shared 
Services Team. It represents one possible approach to a given shared service activity, and can be used by Toolkit users as an example / reference aid. 
 

2.  Co-developed material  – The tool has been produced through the collaboration of the Shared Services Team and one or more public
sector organisations and / or private sector organisations. This tool Provides a jointly developed approach to a given shared services activity, and can be used by Toolkit 
users as an example / reference aid.  
 

3. Output Templates  – These set out what is typically included in an output of this name. They have been created as part of the development of the toolkit based on 
experience and best practice from other programmes and project methodologies. However, your organisation may already have a set format and template for you to use.
 

The following information is provided for convenience as part of the service we offer at this website. However, the Cabinet Office cannot accept any liability for its accuracy 
or content. Visitors who rely on this information do so at their own risk. If the material has been provided by a Private Sector organisation please refer to their Company 
website for further information.
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