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	Client:
<Company Long Name> 

	Business Unit:  
<Business Unit>
	Date:
13-Jan-06

	Phase:  
<Project Phase>
	Priority(H, M, L):  
<Priority (H ,M, L)>
	Requested By: 
<Requested By Name>

	Project Accounting Number:  
<PA Number>
	
	Quality Manager: 
<Quality Manager>


Note: These questions relate to quality management of projects.  You can perform quality management audits anytime during the project.

	Assessment Criteria
	YES
	NO
	N/A
	Comments
	Ref:

	
	
	
	
	
	

	PROJECT MANAGEMENT PLAN CHECKLIST
	
	
	
	
	

	Purpose
	
	
	
	
	

	Is the purpose of the Project Management Plan explained to the target audience?
	
	
	
	
	

	Project background
	
	
	
	
	

	Is the project defined/identified with background?
	
	
	
	
	

	Are project objectives clearly stated?
	
	
	
	
	

	Are the project participants listed, including parties from the client organization and third parties?
	
	
	
	
	

	Scope and Application 
	
	
	
	
	

	Are the stages of the project to which the plan is applicable identified, and are there any mandatory aspects?
	
	
	
	
	

	Related Documents
	
	
	
	
	

	Is reference to other documents made?
	
	
	
	
	

	Are other documents listed, for example Requirement Specification, Contract, Proposal, etc.?
	
	
	
	
	

	Project Planning, Deliverables, and Milestones
	
	
	
	
	

	Planning Approach
	
	
	
	
	

	Which development method will be used? Custom Development Method? AIM?  Other?
	
	
	
	
	

	Which phases are identified?
	
	
	
	
	

	Is a planning tool used? Or what else? Is there a separate Project Plan?  Are there any other plans?
	
	
	
	
	

	Deliverables
	
	
	
	
	

	Are deliverables defined here, in the project plan or elsewhere?
	
	
	
	
	

	Have the format and media of the deliverables been agreed?
	
	
	
	
	

	What documentation will be produced during the project?
	
	
	
	
	

	Schedule & Milestones
	
	
	
	
	

	Has a Gantt chart been produced?
	
	
	
	
	

	Has the project been broken down into work‑packages?
	
	
	
	
	

	Does the schedule correspond with the available resources?
	
	
	
	
	

	Has training been included in the schedule?
	
	
	
	
	

	Does the schedule include induction time for new project members?
	
	
	
	
	

	Have reviews and audits been planned?
	
	
	
	
	

	Are there defined milestones?
	
	
	
	
	

	Are dates defined for these milestones?
	
	
	
	
	

	Constraints & Assumptions
	
	
	
	
	

	Constraints could be using customer computer...
	
	
	
	
	

	Are the assumptions realistic?
	
	
	
	
	

	Control And Reporting
	
	
	
	
	

	Risks and Issues
	
	
	
	
	

	Risks should include four categories: staff capabilities, customer capabilities, development environment, complexity of problem.
	
	
	
	
	

	How are these risks managed?
	
	
	
	
	

	Problem management
	
	
	
	
	

	Problem Management Procedure
	
	
	
	
	

	What mechanism is planned for Problem management?  Who can sign‑off problem reports?
	
	
	
	
	

	Escalation of Issues & Problems
	
	
	
	
	

	Who is responsible for problem escalation within the project?
	
	
	
	
	

	Are there limits to this responsibility?
	
	
	
	
	

	Change Management
	
	
	
	
	

	Approach to Management of Changes
	
	
	
	
	

	Do any assumptions apply to the procedure?
	
	
	
	
	

	Change Control Procedure
	
	
	
	
	

	What is the procedure if the customer requests a change to the contract?
	
	
	
	
	

	Progress Control
	
	
	
	
	

	What approach will be used for progress monitoring?
	
	
	
	
	

	Who will submit progress reports? In which format will the reports be? To whom will the reports be submitted?
	
	
	
	
	

	When will progress meetings be held (weekly/monthly)? Who will attend the meetings?
	
	
	
	
	

	At what points in time will the schedule be updated?
	
	
	
	
	

	Work Management
	
	
	
	
	

	Does the workplan reflect current OM method WBS?
	
	
	
	
	

	Are procedures for time recording and plan updating defined?
	
	
	
	
	

	Resource Management
	
	
	
	
	

	Project Team
	
	
	
	
	

	Is there an organization chart defining project organization?
	
	
	
	
	

	Are resources identified on project plan?  Are there any special quality resources?  What development environment will be used?
	
	
	
	
	

	Is there a Change Control Board or Project Board making management decisions?  What are the reporting arrangements of quality roles to management?
	
	
	
	
	

	What meeting arrangements have been set up for the project?
	
	
	
	
	

	Roles & Responsibilities
	
	
	
	
	

	Are roles and responsibilities defined?
	
	
	
	
	

	Is the environment managed by the project or by consulting or client computer services?
	
	
	
	
	

	Who approves the documentation for the project?
	
	
	
	
	

	Supplier Management
	
	
	
	
	

	Are there any subcontract arrangements?
	
	
	
	
	

	Physical Resources
	
	
	
	
	

	Software
	
	
	
	
	

	Are computer tools used to support the development and quality tasks? 
	
	
	
	
	

	Are these tools suitable for the task?
	
	
	
	
	

	Who is responsible for supplying these tools?
	
	
	
	
	

	Hardware
	
	
	
	
	

	What type of hardware will be used on the project?
	
	
	
	
	

	When is it required?
	
	
	
	
	

	Who is responsible for supplying the hardware?
	
	
	
	
	

	Other
	
	
	
	
	

	Does the project require a meeting room, secretarial support, telephone lines etc?
	
	
	
	
	

	Who will supply these items?
	
	
	
	
	

	Training
	
	
	
	
	

	Is training required for the development tools? Who will attend the training?
	
	
	
	
	

	Purchasing
	
	
	
	
	

	Does this section refer to a separate procedure? If not, is the procedure described here?
	
	
	
	
	

	Quality Management
	
	
	
	
	

	Standards
	
	
	
	
	

	Standards to be used for <Project Phase>
	
	
	
	
	

	Are customer standards applicable?
	
	
	
	
	

	Are there any special project working practices, e.g., naming conventions, development environment, etc.?  If these are not known at time of writing, a cross‑reference to future Project Work Instructions should be made.
	
	
	
	
	

	Will documentation be to a defined documentation standard?
	
	
	
	
	

	Reviews & Audits
	
	
	
	
	

	Review of Deliverables
	
	
	
	
	

	Which review types will be conducted, for which deliverables?
	
	
	
	
	

	Review Procedure
	
	
	
	
	

	Is the review procedure of the supplier used?
	
	
	
	
	

	Who will perform the reviews? To whom will the results be reported?
	
	
	
	
	

	Audits
	
	
	
	
	

	What audits will be conducted and when (suggest one during early build focusing on design/code/test continuity, and one before delivery ‑ configuration audit)?
	
	
	
	
	

	Testing
	
	
	
	
	

	Testing Strategy
	
	
	
	
	

	What levels of testing will be conducted? (Module? Integration? System? Acceptance?)
	
	
	
	
	

	What test documentation (plans/specs) will be written?
	
	
	
	
	

	Testing Procedure
	
	
	
	
	

	Will the customer be involved in any testing?
	
	
	
	
	

	Acceptance
	
	
	
	
	

	Acceptance Approach & Criteria
	
	
	
	
	

	Have the acceptance criteria been defined?
	
	
	
	
	

	Is it clear who is authorized to sign‑off acceptance?
	
	
	
	
	

	Have acceptance timescales been defined?
	
	
	
	
	

	Which documents will need client approval?
	
	
	
	
	

	Acceptance Procedure
	
	
	
	
	

	To whom will the deliverables be delivered?
	
	
	
	
	

	How will the sign‑off take place (for example, on an acceptance form)?
	
	
	
	
	

	Project Metrics
	
	
	
	
	

	Metrics Collection
	
	
	
	
	

	Can the metrics that are defined here be measured?
	
	
	
	
	

	Does it require any tools or skills to collect these metrics?
	
	
	
	
	

	Reporting
	
	
	
	
	

	At which points in time, and to whom, will the metrics be reported?
	
	
	
	
	

	 Configuration Management
	
	
	
	
	

	Software Configuration Management
	
	
	
	
	

	Are arrangements for Configuration Management (CM) specified?
	
	
	
	
	

	What is the development environment?
	
	
	
	
	

	When will items be put under configuration control?
	
	
	
	
	

	Will a CM tool be used to control configuration items?
	
	
	
	
	

	What mechanism will be used for change control?
	
	
	
	
	

	How will the status of the configuration be reported during development?
	
	
	
	
	

	What are the library arrangements for the project?
	
	
	
	
	

	Is there a Configuration Manager?
	
	
	
	
	

	How will the code be controlled?
	
	
	
	
	

	What releases are planned to the customer?
	
	
	
	
	

	What media will be used for transfer?
	
	
	
	
	

	What documentation will be used?
	
	
	
	
	

	Who authorizes release and how?
	
	
	
	
	

	What arrangements exist to protect the development environment? 
	
	
	
	
	

	Back‑ups?  Archives?  Copies of Utility Software?  Hardware repair/service arrangements?
	
	
	
	
	

	Storage of Documents & Document Control
	
	
	
	
	

	How long will records be kept?  Will all forms, minutes, reports, test results be kept as quality records?  Are any of these deliverable to the client?
	
	
	
	
	

	
	
	
	
	
	

	QUALITY AUDIT CHECKLIST
	
	
	
	
	

	1. Project-Specific Items
	
	
	
	
	

	Does the project have a Project Management Plan, WorkPlan, and Finance Plan/ or Terms of Reference document? Are these appropriate, approved, and maintained?
	
	
	
	
	

	Are the quality responsibilities clear from the plans/control documents?
	
	
	
	
	

	Are audits specified in the plans? Have these been conducted where required?
	
	
	
	
	

	Is it clear from the plans what quality procedures are to be used (including customer procedures)? Sample that these procedures are understood and are being used.
	
	
	
	
	

	Are deliverables defined? Is a review mechanism for deliverables (internal and external) nominated? Are reviews effective?
	
	
	
	
	

	What constitutes the user/client statement of requirements?  Was this signed off?
	
	
	
	
	

	Is there evidence of a contract review, e.g., project start-up meeting? What other meetings are planned? Do action lists or minutes exist for these meetings?
	
	
	
	
	

	Are test stages defined? Is the client/user role in testing clear? If complete, did the testing reveal many errors? If so, how was this handled?
	
	
	
	
	

	Is the mechanism for customer acceptance specified?
	
	
	
	
	

	What arrangements exist for change management and configuration control? Is the development environment protected and backed up? Review sample change forms for completion. Check audit trail for code/screen changes.
	
	
	
	
	

	Is the status of modules being recorded? If not, what other mechanism records that reviews and tests are complete?
	
	
	
	
	

	Is any customer hardware identified (labeled) and controlled?
	
	
	
	
	

	Are there any subcontractors/suppliers involved? What evidence is there that subcontractors/suppliers will supply a quality service (or products)?
	
	
	
	
	

	From a sample of documents/deliverables, are these consistent with the Quality/Workplans, are they approved? Have they been reviewed? Do they comply with the documentation standard in use for the project?
	
	
	
	
	

	Are quality records (e.g., review forms, test results) and documentation held in a library?  Are they accessible?  Are the records complete?
	
	
	
	
	

	At the delivery point has a Release Note been raised? Will the customer be satisfied? Are any known bugs catalogued and discussed with the customer? After delivery, was the delivery accepted by the customer? If not, what action is to be taken?
	
	
	
	
	

	2. Organizational Items
	
	
	
	
	

	Are records of training for staff available?
	
	
	
	
	

	Are signed copies of contracts / agreements kept? Do these lead to a clear definition of responsibilities, (e.g., Terms of Reference) ?
	
	
	
	
	

	Is there an up-to-date Organization chart? Are there any roles that are new, i.e., not defined in the Quality Manual?
	
	
	
	
	

	Can a list of current accounts be traced?
	
	
	
	
	

	What account records are maintained? Can customer complaints be traced through files? For any complaint is there an audit trail of company activity to answer the complaint? Are account reviews held to identify problems?
	
	
	
	
	

	
	
	
	
	
	


Summary

	Quality Management Audit Summary 
	Yes
	No
	NA
	%

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


