Client Co.

Quality Assurance Requirements




Implementation Planning





Timing: Conclusion of workshop
	No.
	Item
	Requirement
	Checked By
	Status
	Action Required

	1
	Planning session
	Planning session scheduled, agenda distributed and meeting held
	
	(
	

	2
	Attendees
	Attendance from client, vendor, other third-parties involved
	
	(
	

	3
	Planning document
	Planning document produced and distributed to all attendees
	
	(
	

	4
	Project team
	Implementation team organized with adequate participation, strong project management and executive sponsor
	
	(
	

	5
	Schedule
	Preparation of project schedule with all activities and resource loaded.  Distribution of schedule file to implementation project manager.
	
	(
	

	6
	Action plan
	Two-week action plan developed and distributed to team
	
	(
	

	7
	Vendor consultants
	Software vendor’s consulting team prepared with all pre-contract documentation. Qualifications and experience of consultant(s) verified
	
	(
	

	8
	Hardware and software ordered
	All software and hardware ordered from vendors and delivery times determined
	
	(
	

	9
	
	
	
	(
	

	10
	
	
	
	(
	


Computer Hardware and Software


Timing: Conclusion of installation
	No.
	Item
	Requirement
	Checked By
	Status
	Action Required

	1
	UPS
	Adequate UPS available, connected, and tested.
	
	(
	

	2
	Processor/RAM
	Machine delivered and installed as specified. Machine registered and warranty information available.
	
	(
	

	3
	Backup device
	Backup device installed and functioning.
	
	(
	

	4
	Backup procedure
	Backup media available and procedure documented.
	
	(
	

	5
	Backup validation
	Procedure for validation of backup files documented and understood by system administrator.
	
	(
	

	6
	Network connection
	Server connected to network and server recognizes all shareable devises.
	
	(
	

	7
	ECS connection
	If vendors provide ECS, modem available for their access or procedure to allow them access.
	
	(
	

	8
	Database software
	Database software is licensed, registered, and loaded.
	
	(
	

	9
	Application software
	Application software is licensed, registered, and loaded.
	
	(
	

	10
	Establish users
	Named users are identified within the system (if applicable).
	
	(
	

	11
	Application security
	Application security is set up within the system or at least the procedure to do so is understood.
	
	(
	

	12
	Database security
	Database security is established or understood by DBA.
	
	(
	

	13
	Database(s)
	Database is loaded and configured on the system.
	
	(
	

	14
	Virus scanning
	Virus scanning software is loaded and established. 
	
	(
	

	15
	Performance
	Performance monitoring tools are loaded and available on the system monitor.  The system administrator understands how they work.
	
	(
	

	16
	Database administration
	The database administrator (DBA) has been established and understands his/her responsibilities. Initial parameters for the database have been set in accordance with the application vendor’s specification.
	
	(
	

	17
	Database training
	Database training has been completed
	
	(
	

	18
	
	
	
	(
	

	19
	
	
	
	(
	


Additional Observations

Team Training


Timing: Conclusion of team training
	No.
	Item
	Requirement
	Checked By
	Status
	Action Required

	1
	Schedule core team training
	Trainers and trainee schedules booked
	
	(
	

	2
	Training facility 
	Space located and prepared
	
	(
	

	3
	Training equipment
	Training equipment installed and tested
	
	(
	

	4
	Core training materials
	Core training materials available in advance for all team members
	
	(
	

	5
	System overview training for core team
	Adequacy of training permits core team to use all applications
	
	(
	

	6
	Tailoring training
	Tailoring training adequate to permit core team to begin setting up system
	
	(
	

	7
	Masterfile training core team
	All masterfiles covered adequately for core team to begin setting up files and validating conversion
	
	(
	

	8
	Transaction entry (by module)
	Data entry training permits transaction entry and validation
	
	(
	

	9
	Process training (by module)
	Process training for all team members on all processes within an application
	
	(
	

	10
	Training documentation completed
	Training notes consolidated and indexed into manual for reference
	
	(
	

	11
	
	
	
	(
	

	12
	
	
	
	(
	


Design Presentation



Timing: Conclusion of presentation
	No.
	Item
	Requirement
	Checked By
	Status
	Action Required

	1
	Design presentation scheduled
	Meeting scheduled in advance
	
	(
	

	2
	Design presentation conducted
	Meeting conducted
	
	(
	

	3
	Vendor consultant
	Software vendor consultant in attendance
	
	(
	

	4
	Issues identified
	Issues identified and documented. Action plan prepared for follow-up
	
	(
	

	5
	Attendance
	A representative from each application team in attendance
	
	(
	

	6
	Preparation
	Team members prepared adequately for presentation and conveyed intended design approach including integration expectations
	
	(
	

	7
	
	
	
	(
	

	8
	
	
	
	(
	

	9
	
	
	
	(
	

	10
	
	
	
	(
	

	11
	
	
	
	(
	

	12
	
	
	
	(
	


Unit Testing (by Module)


Timing: Completion of Unit testing
	No.
	Item
	Requirement
	Checked By
	Status
	Action Required

	1
	Tailoring completed
	Module tailoring completed based on original assumptions
	
	(
	

	2
	Tailoring documented
	Tailoring documentation is completed and verified by vendor for reasonableness
	
	(
	

	3
	Test plan preparation
	Test plan adequately defines processes to be tested including inputs and expected outcome of each test
	
	(
	

	4
	Data preparation
	Adequate amount of test data acceptable for broad representation of live data 
	
	(
	

	5
	System level masterfile maintenance
	Masterfiles entered and verified against source data
	
	(
	

	6
	Company level masterfiles
	Masterfiles entered and verified against source data
	
	(
	

	7
	Individual masterfiles 
	Masterfiles entered and verified against source data
	
	(
	

	8
	Transaction processing
	Each transaction process result is examined and verified against test plan and variances are negligible or explainable
	
	(
	

	9
	Action plan
	Action plan prepared for all items not meeting expectations
	
	(
	

	10
	
	
	
	(
	

	11
	
	
	
	(
	

	12
	
	
	
	(
	


Custom Programming














Timing: Prior to CRP
	No.
	Item
	Requirement
	Checked By
	Status
	Action Required

	1
	High level design 
	High level design completed and approved by client
	
	(
	

	2
	Detail design Review
	Detailed design reviewed with Client Co.’s and approved
	
	(
	

	3
	Programming 
	Program testing completed at vendor prior to delivery to client
	
	(
	

	4
	Program testing environment
	Test environment prepared on client’s system to permit testing custom program against live data without interfering with working environment
	
	(
	

	5
	Program testing 
	Programs tested and data verified at client
	
	(
	

	6
	Program error log 
	Program error log created for transmittal back to vendor for program correction
	
	(
	

	7
	Program final test
	All corrections made, no errors found
	
	(
	

	8
	Final custom installation
	Completed program installed in live environment
	
	(
	

	9
	Final program verification
	Five data cycles completed and verified in live environment
	
	(
	

	10
	Documentation 
	Documentation for use of customized applications distributed
	
	(
	

	11
	
	
	
	(
	

	12
	
	
	
	(
	


Conference Room Pilot (Integrated Testing)








Timing: Conclusion of CRP
	No.
	Item
	Requirement
	Checked By
	Status
	Action Required

	1
	Integrated testing plan
	Plan completed, reviewed and approved by application teams (inputs and outputs determined)
	
	(
	

	2
	Data preparation
	Data prepared in accordance with plan
	
	(
	

	3
	Transaction processing
	Each transaction process result is examined and verified against test plan and variances are negligible or explainable
	
	(
	

	4
	Interface testing
	All interfaces between Client Co. legacy systems and Vendor systems tested and verified
	
	(
	

	5
	Action plan
	Action plan for shake-out period developed and distributed after CRP
	
	(
	

	6
	Reports
	All reports that are initially intended for use have been run and validated
	
	(
	

	7
	Custom programming
	All custom programs tested within integrated environment.  Action plan for correcting any identified problems prepared and distributed.
	
	(
	

	8
	Shake-out
	All issues resolved during shake-out period and retested
	
	(
	

	9
	
	
	
	(
	

	10
	
	
	
	(
	


Readiness Assessment

 
Timing: Two weeks prior to Go-live
	No.
	Item
	Requirement
	Checked By
	Status
	Action Required

	1
	Forms procured
	All required forms procured and tested
	
	(
	

	2
	Training completed
	All end user training completed and each employee has had time to test training to a desired comfort level
	
	(
	

	3
	Module readiness verification
	Each application checklist reviewed and verified
	
	(
	

	4
	Balances forward
	Static files verified and balances needed for live processing converted and verified
	
	(
	

	5
	Final conversion plan
	Plan is in place for final data conversion and balances forward after live processing before first close
	
	(
	

	6
	Final security plan
	Final security plan is in place for live processing
	
	(
	

	7
	Vendor consultant
	Consultant from vendor scheduled on-site (if necessary)
	
	(
	

	8
	Shake-out complete
	All issues documented after CRP are resolved
	
	(
	

	9
	
	
	
	(
	

	10
	
	
	
	(
	








2/24/04
Burger Consulting Group
9

