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PROJECT QUALITY PLAN
Purpose

This Project Quality Plan describes the responsibilities and processes and procedures to be used to carry out this project.  This document specifically identifies the approach both the suppliers and customers will take to deliver the final product and meet the acceptance criteria.
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 Introduction

This Project Quality Plan identifies the roles and responsibilities, processes and procedures to be used by the Project Management Team to plan and manage this <class of> project.

This document consists of the requirements for a typical <class of> project that uses the ProcessAssets processes.  Any exceptions or changes to this approved document must be re-approved by the Quality Manager or process owner for the Project Management Process..

The Project Brief contains or identifies the location of the Requirements, any Customer's Quality Expectations and Acceptance Criteria for this project.  The Project Brief is created and maintained throughout the life of this project.

The Audit Criteria for each Process Activity used on this project identify the minimum standards that the project must meet.

1. Roles and Responsibilities

The Roles and Responsibilities of the project management team and the team members are initially defined in the Project Organisation Structure <part of defined document, typically the project plan.>.

The Project Organisation Structure is created during the 'Starting up a Project Activity', authorised during the 'Initiating a Project' activity, and maintained throughout the project until the project is formally closed.

The Project Manager is responsible for creating and maintaining this document.

Any exceptions to the standard roles and responsibilities for the processes listed in section 3 are identified in this section:

NONE.

2. Project Processes and Standards

The following ProcessAssets processes and activities are used to carry out this project:

· Project Management Process - All Activities and Roles

· Other processes for Specialist Products - Selected Activities and Roles <fill in for the project>

The audit criteria identify the minimum completion criteria that must be met for each activity.

Any exceptions to these processes are listed below:

· None.

Any issues with the use of these processes will be logged as issues and tracked to closure.

3. Project Quality Control and Audit

Quality Reviews (Project Management Process) will be used to confirm that work products meet the stated quality criteria.  Records of these reviews will be kept in the project file.

Specific Project Audits may be conducted to ensure that the audit criteria for the processes identified in section 3 have been met.  These may be called at any time by the Project Management Team or the Quality Manager or the process owner for the project management process..

This project may also be audited as part of the organization's internal or external audit process.  This may be against ISO 9001:2000 or the CMM or any other standards as selected by the organisation.

4. Project Change Management Procedures

5.1  Issue Management

5.2  Exception Handling
5.3  Change Authority and Budget
5.4  Change Management Tools

5. Project Configuration Management Plan

(Includes configuration management of project documents and project products (ie code, products, etc)).

6.1  Configuration Management Method and Procedures

6.2  Exceptions to Corporate or Programme Management Standards

6.3  Configuration Item Identification and Storage

6.4  Configuration Item Security 

6.5  Configuration Management Tools

6.6  Project Filing Structure

6.7  Document Control Procedures (Internal and External)

6. Project Communication Plan

	Report
	Audience
	Information
	Responsible
	Frequency
	Method

	Project Start Notification
	MGT
	Project Brief
	Executive
	Once
	E-mail

	Project Initiation Document
	PMT
	Project Initiation Document contents
	Project Manager
	At completion of Initiation Stage
	Word / e-mail

	Highlight Reports
	PB
	Highlight Report Form
	Project Manager
	1 per month (end of month)
	Word / e-mail

	Checkpoint Reports
	PM
	Checkpoint Report Form
	Team Manager
	As Per WorkPackage
	Word / e-Mail

	Exception Reports
	PB / QA
	Exception Report Form
	Project Manager
	When tolerance Forecast to be exceeded
	Work / e-mail (with high priority)

	End Stage Reports
	PB
	End Stage Report Template
	Project Manager
	3 days before end of stage review
	Word / e-mail

	End Project Report
	PB
	End Project Report Template
	Project Manager
	At close of project
	Word / e-mail

	Follow-on Action Recommendation
	PB / QA / SUP
	Follow-on Actions Template
	Project Manager
	At close of project
	Word / e-mail

	Post-Project Review Plan
	PB / QA / SUP
	Post-Project Review Plan Template
	Named Individual in Plan
	On Plan for Post Project review
	Word / e-mail

	Lessons Learned Report
	PT / QA
	Lessons Learned Report
	Project Manager
	At close of project
	Word / e-mail

	Project Closure Notification
	MGT
	Project Name
	Executive
	At close of project
	e-mail


	Audience
	Distribution

	PMT
	Project Management Team

	TM
	Team Members

	MGT
	Management Team

	PB
	Project Board

	PM
	Project Manager

	QA
	QA Manager

	SUP
	Support Manager


7. Project Tools 

8.1  Project Management Tools

8.2  Specialist Tools
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