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This tool provides a summary and contents of a project quality plan in the form of a document to be completed.
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Project Quality Plan



SUMMARY 
		

	This document defines the general framework of the project and the management and quality practices applied to the project.
The project quality plan is a document structured under six headings:
1. Purpose of the quality plan
2. General information about the project
3. Project organization
4. Development plan
5. Management plan
6. Quality assurance
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Purpose of the Project Quality PlanTechniques de l'Ingénieur

[bookmark: _Toc102879364]Project Quality Plan Framework
The structure and content of this Project Quality Plan have been drawn up as part of the <project_name> project involving <the customer> and <the supplier>. It is based on the <project_name> project contract.

[bookmark: _Toc102879365]Project Quality Plan objective
The purpose of the Project Quality Plan (or PQP) is to define and monitor the measures to be taken as part of the <project_name> project to ensure quality and achieve the expected results.
To this end, the PQP sets out the rights and duties of each stakeholder in order to guarantee this objective. More specifically, the following are determined by mutual agreement :
· the overall organization of the project in terms of the structures to be implemented
· detailed project development plan
· project management plan
· the division of responsibilities between organizations in the project structure, development and management plans.
· project limits
[bookmark: _Toc102879366]Using the Project Quality Plan
As a monitoring and management tool, it is used throughout the project, incorporating new data as they arise. It is therefore intended to be constantly adjusted, according to a corrective action procedure defined in this document.
At the end of the project, the modified and annotated PQP will be one of the project's outcome documents.
[bookmark: _Toc102879367]
General information about the projectTechniques de l'Ingénieur

[bookmark: _Toc102879368]Project background
[The project context includes at least the following elements:
· a description of the customer's activities,
· a series of statistical indicators (number of employees in each business sector, etc.),
[bookmark: _Toc102879369]Key objectives
<Summary of project objectives as defined in the project offer or contract (maximum 6 to 8 objectives)>.
[bookmark: _Toc102879370]Project objectives
<Synthetically list the objectives to be achieved for the project>
[bookmark: _Toc102879371]Project deliverables
<Synthetically list the deliverables to be produced during the project>.
[bookmark: _Toc102879372]Product objectives
<Synthetically list the objectives to be met by the project product (i.e. the software solution)>
[bookmark: _Toc102879373]Project limits
<Explicitly distinguish between what is part of the project and what is not >.
[bookmark: _Toc102879374]Project resources
<Reminder of financing, deadlines >
[bookmark: _Toc102879375]Organizations / companies involved in the project
<Stakeholder definition>
[bookmark: _Toc102879376]Working assumptions
<Indicate if any points are still open, assumptions related to the project. >
[bookmark: _Toc102879377]
Project organizationTechniques de l'Ingénieur

[bookmark: _Toc102879378]Project structure
Various structures are created to implement the project. For each of them, the mission, composition and major roles are defined. These structures were finalized during the project launch phase (WP1). 
[bookmark: _Toc102879379]Steering Committee
[bookmark: _Toc102879380]Missions and responsibilities
The tasks and responsibilities of the steering committee include the following:
· validation of project orientations,
· responsibility for commitment and financial follow-up,
· overall project quality control, validation of results, project acceptance,
· relations between organizations,
· making the necessary trade-offs during the project. 
[bookmark: _Toc102879381]Composition and roles
	Organization
	Name
	Function
	Role

	<Organization1
	<Firstname1 Lastname1>
	<Function1>
	<Role1>

	<Organism2>
	<Firstname2 Lastname2>
	<Function2>
	<Role2>

	...
	...
	...
	...


[bookmark: _Toc102879382]Project team committee
[bookmark: _Toc102879383]Missions and responsibilities
The missions and responsibilities of the project team committee include the following:
· Monitoring of work progress, compliance with deliveries and validation,
· Control the use of allocated resources,
· Monitoring of consumption and comparison with planning, analysis of variances,
· Presentation of problems (technical, organizational, planning), evaluation of time shifts, resolution of specific problems,
· Project team coordination (for interdependent actions),
· Detailed planning for the coming period (identification of tasks, precise definition, scheduling),
Identification of information required for  management decisions 
[bookmark: _Toc102879384]
Composition and rolesTechniques de l'Ingénieur

	Organization
	Name
	Function
	Role

	<Organization1
	<Firstname1 Lastname1>
	<Function1>
	<Role1>

	<Organism2>
	<Firstname2 Lastname2>
	<Function2>
	<Role2>

	...
	...
	...
	...


[bookmark: _Toc102879385]User Committee
[bookmark: _Toc102879386]Missions and responsibilities
The User Committee's tasks and responsibilities include the following:
· Identification of a user group coordinator,
· Formalization of user requirements,
· Choice preparation and arbitration,
· Validation of deliverables,
· Organization of implementation: acceptance, migration, deployment...
· Attend demonstration sessions organized by the project team,
· Prepare and implement new functional and organizational procedures (change management),
· Formalize and pronounce acceptance tests,
· Decide which points to raise with the project steering committee. 
[bookmark: _Toc102879387]Composition and roles
	Organization
	Name
	Function
	Role

	<Organization1
	<Firstname1 Lastname1>
	<Function1>
	<Role1>

	<Organism2>
	<Firstname2 Lastname2>
	<Function2>
	<Role2>

	...
	...
	...
	...


[bookmark: _Toc102879388]List of project participants
[bookmark: _Toc102879389]Organizations concerned
<Exhaustive list of organizations/entities/structures expected to collaborate on the project. (See paragraph II.4.)>
[bookmark: _Toc102879390]Project stakeholders
<Lists project participants :
· Name,
· Organization and department,
· Function,
· Contact details,
· Role in the project,Techniques de l'Ingénieur

· Responsibility for the project>
[bookmark: _Toc102879391]Project communications
[bookmark: _Toc102879392]Project documentation
<List of expected project documents (quality plan, reports, dashboards...)>
[bookmark: _Toc102879393]Reporting faults
<Procedures for handling anomalies identified by the customer. If necessary, distinguish the procedure in the acceptance, warranty and maintenance phases>.
[bookmark: _Toc102879394]Change requests
<Procedure for handling a change request if different from the procedure for handling an anomaly>.
[bookmark: _Toc102879395][bookmark: _Ref106706097][bookmark: _Ref106706099]Validation procedures for project documents
<Specify the deadlines and approval levels required for document validation. If necessary, distinguish for the different phases of a deliverable's life cycle: proofreading, issuing remarks, correction, validation. 
A typical validation procedure to limit validation delays (latency) is proposed below. >
In order to limit delays linked to the validation of project documents, all project document deliveries and updates will be carried out as follows:
Delivery will be notified by the editor to the recipient(s) on date t.
From the date of delivery, the recipient has 2 working days to notify the editor of any comments (or lack of comments).
The editor has one working day from receipt of the comments to correct or contest them, and deliver the correction.
Once the correction has been delivered, the editor has half a working day to validate the corrections.
Validation of the document is discussed by the steering committee in the event of :
overrunning of deadlines by the editor
refusal of comments
refusal of corrections
Validation is effective if :
customer agreement
overrunning of deadlines by the recipientTechniques de l'Ingénieur



[bookmark: _Toc102879396]
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[bookmark: _Toc102879397]Project life cycle
[bookmark: _Toc102879398]Articulations of the development plan
The project development plan is divided into <N> phases defined as follows:
· <Phase 1: ...
· ...
· Phase N: ...>
[bookmark: _Toc102879399]Project success factors and risks
<Elements that can influence, or impact the project (positively and negatively). Examples: 
Description of success factors
· Involving future users		
· Executive support		
· Project manager experience 	
· Clear objectives and specifications 	
· Short maturities			
· Realistic expectations                                  

Identification of major project risks
· Lack of user information
· Lack of requirements from the client
· Lack of contractor resources 
· Lack of management support
· The prime contractor's lack of experience in the customer's trade
· External dependencies of the prime contractor (too much subcontracting)
· Staff turnover
· Incorrect estimation of expenses
· Inadequate project follow-up
· Uncontrolled modifications

Precise preventive actions integrated into the development plan
· Setting up a user committee
· Setting up a project committee
· Setting up a steering committee
· Implementing a PQP 
· Regular schedule checks and progress measurements>
[bookmark: _Toc102879400]Indicators
<Indicators for success, project monitoring, risk monitoring. Examples
Success indicators

· Number of anomalies identified
· Number of resolved anomalies to checkTechniques de l'Ingénieur

· Percentage of outstanding anomalies
· Percentage of resolved anomalies to be tested
· of embassies equipped
· Number of additional requests 


Project monitoring indicators

· % of functions analyzed
· % of functions developed
· % of revenue functions
· For each function: % of expected initial consumption
· For each function: % of estimated actual progress
· For each function: number of unanswered user questions


Risk monitoring indicators

· For each function: % of tests not feasible
· For each function: % of tests feasible but not compliant
· For each function: % of compliant tests].
[bookmark: _Toc102879401]Description of project phases
<to be completed for each phase>
	Code :
	
	Phase :
	

	Liability

	Contents

	



	Tasks

	Task code
	Wording
	Supplier load[footnoteRef:1] [1:  In h * month] 

	Customer load

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total
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	Inputs

	Result code
	Description
	Task code

	
	
	

	
	
	



	Preconditions


<if necessary>
	
Results

	Result code
	Description
	Task code

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



	Postconditions


<if necessary>
	Method / tool


<if necessary>
[bookmark: _Toc102879402]Summary of project deliverables
	Results

	Result code
	Description
	Task code

	
	
	

	
	
	


[bookmark: _Toc102879403]
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[bookmark: _Toc102879404]Project management methods and tools
<Time management methods and tools used in the project. For example: activity sheets, dashboard ...>
[bookmark: _Toc102879405]General planning
[bookmark: _Toc102879406]Gantt chart
<Detailed schedule
[bookmark: _Toc102879407]Calendar of project structure meetings

	List of structure meetings <specify here the structure concerned (steering committee, project committee...)>.

	Number
	Purpose of the meeting
	Date

	1
	<Object1>
	dd/mm/yyyy

	2
	<Object2>
	dd/mm/yyyy

	...
	...
	...



Frequency of meetings of the structure <specify here the structure concerned (steering committee, project committee...)>: ....................................................
[bookmark: _Toc102879408]Results delivery schedule
	Results
	Result code
	Structure responsible for delivering results
	Delivery date

	
	
	
	

	
	
	
	


[bookmark: _Toc102879409]Construction schedule
<History of the progress of planned tasks, their status, scheduled and actual times as well as, if applicable, a reference to a progress report. >
[bookmark: _Toc102879410]
Quality assuranceTechniques de l'Ingénieur

[bookmark: _Toc102879411]Methods and tools
[bookmark: _Toc102879412]<if necessary, indicate here the quality management and measurement methods and tools used in the project>.
	Method / tool
	Object
	Phase concerned

	
	
	

	
	
	

	
	
	


[bookmark: _Toc102879413]Control and corrective action procedures
[bookmark: _Toc102879414]Project structure meetings
The main project management tool is the present document entitled Project Quality Plan. Overall project control is the responsibility of the various project structures. It is organized within the framework of their periodic meetings (<reference to project structure meeting schedule>). An agenda (which may be implicit) and minutes are drawn up for each structure meeting.
[bookmark: _Toc102879415]Control and progress procedures
To monitor the project's progress, at its regular meetings each project structure, at its own level, hears the progress report from the appropriate manager and refers to the Gantt chart and the project progress schedule at the various levels. 
[bookmark: _Toc102879416]Approval of minutes
For each meeting, brief written minutes will be drawn up and approved by each party. In the absence of written approval of the minutes by the parties, the document will be deemed to have been definitively approved after a period of one week from the date of delivery of the document to the parties (tacit approval).
[bookmark: _Toc102879417]Receipt of results
Deliverables are the factual results of the project. As such, they are subject to the validation procedure described in III.4  Procedures for validating project documents . Checking that the delivery schedule is respected is the responsibility of the structure authorized to validate the result document (reference to the delivery schedule defined in the PQP). Their acceptance is formalized by the signature of a delivery note.
[bookmark: _Toc102879418]Project Quality Plan modification rights
Any structure may, at one of its meetings and within the limits of its responsibilities, modify the Project Quality Plan. This modification is then reported in the minutes of the meeting and inserted in the Project Quality Plan as soon as the minutes are approved. Techniques de l'Ingénieur

[bookmark: _Toc102879419]Responsibilities of participating organizations
Any question of responsibility for results must be settled within the structures set up for the project. The organizations are jointly and firmly committed to the means and approach implemented in the project to ensure its quality. All these provisions are set out in this document entitled Project Quality Plan.
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