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1 
Scope 

1.1 
Terms of Reference

State briefly what is expected of the project and anything you wish to explicitly exclude.

1.2 Glossary

If necessary add a glossary here of specialised terms included in this document that may not be readily understood by the readership.

1.3 Project Inputs

List any inputs the project needs from other areas/teams.

1.4 Project Outputs

The following deliverables will be output by the project. Detailed descriptions may be found in Appendix B. 

List all the products to be output as a result of the project – this is essentially a list of the Product Description Sheets in Appendix B.

1.5 Acceptance Criteria

Each deliverable must comply with the criteria documented in the Product Description Sheets and agreed during Project Initiation.

Each deliverable will also be measured against the Review Checklist in Appendix A.

2 Organisation

2.1 Structure

List all project members responsible for the deliverables.

2.2 Quality Control Roles


Role 
 Responsibility

1
Project Manager
Ensure that each Deliverable is defined in Product Description Sheets in an appendix to this Quality Plan.

2
As indicated in the Review Schedule
Ensure that each deliverable meets the acceptance criteria defined in the Review Schedule

3
Project  Manager
File in project quality files: completed Quality Review records: Issues Log, Invitation and, if applicable, a signed Acceptance Certificate. 

2.3 Monitoring and Reporting Progress

Unless the project has justified a different approach, use the following paragraph after agreeing a percentage figure for overspend and a timescale for slippage.

Progress will be monitored and reported using MS Project 98 and written reports. If the weekly update to the plan suggests that the project is running at more than ???? per cent over budget or n weeks/months slippage, the Project Manager will immediately notify the Project Board and request a decision about whether or not to proceed.

The regular meetings to be held are:

List regular meetings – the following boxes are included as examples.

Project Team Meeting



Purpose / Outputs:
An informal team meeting to discuss progress to date and the way forward.

Attendees:
Project Team

Frequency:
Weekly

Inputs:
None

Project Board Review



Purpose / Outputs:
Review Progress against plan. Review risks, issues and change requests.

Attendees:
Project Board and Project Manager

Frequency:
Exception reporting or milestones

Inputs:
Monthly highlight report, Risk Log, Changes Log.

3 Standards and Procedures

3.1 List of Standards and Procedures

List the Standards & Procedures to be adhered to by the project. The following is included as a starter.

Management standards and procedures, including change management, will be taken from the Project Management Methodology.

Technical standards will be…

3.2 Tools, Techniques and Methods

List the tools etc. to be used by the project. The following is included as an example

The following tools will be used:

· MS Word

· MS Excel

· MS Project 98

· MS Access

· MS Powerpoint

· Oracle Designer 2000


The following methods will be used:

· Monthly Highlight Reports

· Weekly actuals capture

· Exception Reporting

3.3 Configuration Management

Item name
Control Achieved By

Documentation
Work in progress stored in 

list drive and path name

Approved  and published documents stored with read only access in 

list drive and path name to target folder “configuration Items”.

Minutes
list drive and path name

MS Project 98 Plans
list drive and path name

Reports
list drive and path name




3.4 Document Control

Version number and status will be included on all documents. Each folder will have a sub-folder entitled “Version History” for previous versions. Only project staff will have write access to documents. No document will be moved into the “Configuration Items” folder until it has been signed off.

3.4.1 Directory Structure

The following example is for guidance; amend as necessary to match your document filing requirements.
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3.5 Quality Records

The Quality Records will consist of:

· a signed off Quality Review Invitation for each product, indicating who was involved in the review, the date of review and the date of acceptance.

· a Quality Review Issues Log showing amendments requested at the Review and initials confirming that they have been made.

· If applicable, a signed Deliverable Acceptance Certificate.

4 Review Schedule

Reviews of all deliverables will be carried out in accordance with the Quality Review procedure issued by the Project Support Office. The resultant review documentation will be kept in a project Quality file until project closure, after which time the Quality file will be lodged with the PSO.

Acceptance Certificate Format

For deliverables where QR sign off is not enough, e.g. deliverables to the end user and key management documents, an Acceptance Certificate will be prepared and filed with the hard copy of the deliverable.

The Product Handover Procedure in the Project Management manual contains a fuller explanation of when a Deliverable Acceptance Certificate is required in addition to a signed QR Invitation.

Deliverable Acceptance Certificate 
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Deliverable




Version/Date


Acceptance

Criteria




I accept the above deliverable against the specified criteria [on the conditions listed below*].

Signed:





On behalf of:





Date


Signed:





On behalf of:





Date


*Please delete, or list any conditions of acceptance below. 

Product Description Sheets

Paste in the Product Description Sheets after creating them using the PDS template.
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