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1. Introduction

The purpose of this document is to centralize and publish the FSA Quality Assurance (QA) process, including templates and tools.

The FSA QA Team will use this process to identify, perform, and follow up on planned QA activities.  In this process, the FSA QA Team and the QA Task manager learns how to identify, document, and plan for QA activities and what to expect from a QA review.  This document clearly defines the processes employed by the FSA QA Team. Refer to Section 4 in this Process Guide for details of Roles and Responsibilities of the FSA QA Team.

1.1 Overview of Quality Assurance in the SLC

Quality Assurance activities begin in the Vision phase with planning and process consulting.  In the remaining phases, QA Reviews are conducted to verify adherence to plans, standards and processes.  Specifically the FSA QA Team helps the project team ensure that they are building the right system and building that system right.














1.2 Tailoring and Agreements

Tailoring (i.e., customizing a process to meet specific project needs) and securing agreements (i.e., obtaining approval of a request to waive a specific requirement) must be approved on a case-by-case basis by the FSA QA Team.

2. Quality Assurance Overview

2.1 Purpose

The purpose of Quality Assurance is to provide management with appropriate visibility into the process being used by the project and ensures that the products being built adhere to the appropriate development standards.

2.2 Definition

Quality Assurance involves reviewing the processes, products and activities to verify that they comply with the applicable procedures and standards and providing the project and other appropriate managers with the results of the these reviews.

The FSA Quality Assurance Team works with the project IPT during in the early stage to establish quality plans, standards, and procedures, which will add value to the project and satisfy the constraints of the project and the organization’s policies.  By participating in establishing the plans, standards, and procedures, the quality assurance group helps ensure that they integrate with the project’s needs and verifies that those processes (the “what”), e.g. the Configuration Identification Process, and procedures (the “how”), e.g. establish a Configuration Item Library, will be usable for performing reviews throughout the life cycle.  The FSA QA Team reviews project activities work products throughout the life cycle and provides management with visibility as to whether the project is adhering to its established plans, standards, and procedures.

Guiding Principles

Quality Assurance uses the following guiding principles:

· Quality Assurance activities are planned;

· Adherence of products and processes to the applicable standards, procedures, and requirements are verified objectively;

· Affected groups and individuals are informed of quality assurance activities and results by MORs, status reporting phase, risk metric and Phase Transition Reviews (PTRs);

· The Quality Assurance Review team shall communicate findings in a timely manner;

· Quality Reviews will be conducted early in each SLC phase to help prevent and improve project processes and work products;
· Open communication exists between the FSA QA Team and the task managers;
· Compliance issues are first addressed within the project and resolved at lowest level possible;
· For issues not resolvable within the project, the FSA QA Team escalates the issue to the appropriate level of management for resolution.
2.3 Benefits

The benefits of the QA process include:

· Projects perform more effectively by using streamlined and tailored repeatable processes;

· Project members are better trained on day-to-day quality expectations which yields more consistent results;

· Projects are able to deliver higher quality deliverables in less time and with reduced costs.

3. Quality Assurance Processes

3.1 Quality Assurance Planning

The QA Task manager develops the project’s QA plan and participates in the development of other project plans, such as the Solution Acquisition Plan (SAP) and the project’s Work Breakdown Structure (WBS).

3.1.1 Entrance Criteria

· Project has an approved Business Case, or the appropriate project start-up approval, depending on project.

3.1.2 Inputs

· QA Plan Template; (see Section 5)
· Project objectives, context, requirements and metric;

· Project constraints (e.g., schedule requirements mandated by management or law, lack of funding, and limited resources);

· Available risk information;

· Applicable standards, processes, procedures, guidelines, templates, tools, and methodologies;

· Applicable policies.

3.1.3   Process

A QA plan is prepared for each project using the QA Plan template provided as guide or other appropriate QA Plan template.  If another QA Plan template is used, the QA Task manager should identify that all key information such as dates and responsibility of reviews is detailed in the plan. 

The QA plan is developed in parallel with the acquisition planning effort and the project planning effort.  Planning defines the participation of the QA groups, the project’s QA members and FSA’s QA Team, in work product and process reviews.  Updates to the QA plan will be controlled in accordance with the project’s configuration management process.  A schedule for QA activities is incorporated into the Work Breakdown Structure (WBS).   The WBS includes the master schedule for the project.  The Solution Acquisition Plan (SAP) should refer to the QA plan and the WBS for the QA schedule and assigned QA responsibilities.

The QA Task manager, the Task manager and the FSA QA Team representative must approve the QA Plan.  (If other team members also need to approve the QA Plan, this is dealt with on a case-by-case basis.)

3.1.4 Outputs

· Approved QA Plan;

· WBS includes QA-related activities;

3.1.5 Exit Criteria

· The project’s QA Plan conforms to the QA Plan template or selected template;

· The QA Task manager and the FSA QA Team representative have reviewed the QA plan, and have approved the QA Plan.

3.2 Process Consulting

The FSA QA Team representative consults with the project IPT on an ongoing basis to form a partnership in the area of process improvements.  Typical activities include observing process deficiencies and advising on process changes, new policies or guidelines, and overall quality objectives.  The FSA QA Team representative participates in reviews and consults on the tailoring of processes and work products (such as software engineering documents).

3.2.1  SEQ "H4Num" \r 0 \h 

 SEQ "H5Num" \r 0 \h Entrance Criteria

· Any additions, changes or deletions to policies and/or objectives;

· Project team’s input on processes or procedures to be evaluated.

3.2.2  SEQ "H4Num" \r 0 \h 

 SEQ "H5Num" \r 0 \h Inputs

· Organizational changes in process areas;

· Project changes in process areas;

· Open process issues.

3.2.3   Process

In addition to quality assurance planning, the organization QA group is available to the project team to provide consultation and training with regard to:

· Compliance with standards, policies, processes and procedures, especially any changes;

· Compliance with externally imposed standards and requirements;

· Selecting processes that are appropriate for use by the project;

· QA orientation for new team members;

· Any tailoring of QA plan.

The FSA QA Team representative and QA Task manager support projects in establishing commitments, monitoring status with respect to commitments, and improving projects’ products and processes.  The FSA QA Team representative can also advise in the following activities:  developing the Solution Acquisition Plan (SAP), the Configuration Management Plan (CM), and developing project standards, and reviewing and analyzing metrics, as appropriate.  Further the FSA QA Team representative will support process-tailoring efforts.

3.2.4 Outputs

· Process changes are accepted, rejected or modified.  Changes are tracked and monitored through documentation and Configuration Management.

3.2.5  SEQ "H4Num" \r 0 \h 

 SEQ "H5Num" \r 0 \h Exit Criteria

· All process issues are documented and tracked to monitor progress.

3.3 Quality Assurance Reviews

The organization FSA QA Team representative(s) evaluates activities and work products for compliance with applicable procedures, standards, and policies, as well as, completeness, consistency, appropriateness and applicability.  Where applicable, checklists are used.  Generalized process checklists are provided in this document and the QA handbook.  Additional, specific checklists may also be provided with each IT Architecture Standard or procedure.

3.3.1 Entrance Criteria

· Work product is ready for evaluation, or activity is in progress;

· Evidence of activity is available, such as minutes or emails;

· Evaluation has been scheduled and a checklist has been sent to the QA Task manager;

· Project team understands the evaluation criteria and sampling method.

3.3.2 Inputs

· Work product;

· Objective evidence (e.g. related documents) of performance of activity;

· Applicable standard, procedures, processes, policies, checklists;

· Approved QA Plan;

· Sampling criteria;

· Organization policies.

3.3.3 Process Flow
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3.3.4 Process


1. Prepare Review

QA reviews at the project level are conducted in accordance with the schedules documented in the QA Plan and the WBS.  Those involved in the QA review should be adequately trained in the QA process prior to the review.  Affected team members will be reminded about the evaluations through regularly scheduled project status meetings. The project team and the FSA QA Team representative determine the scope of the evaluation and tailor the evaluation procedure based on the phase of the project and other project-specific circumstances, during the planning process.  The primary goal of the preparation session is to:

· Identify both the work products and the processes to be reviewed, as stated in the project’s QA Plan.

· Make appropriate documentation available to the FSA QA Team representative.  This includes:

a. Standards, guidelines, and tailored checklists;

b. Work products;


2. Perform Review

The FSA QA Team representative evaluates work products by verifying their compliance to the applicable standards, guidelines or checklists, as well as, completeness, consistency, appropriateness and applicability.  Prior to the review, the FSA QA Team representative will make the announcement to the team that a QA review will take place, if it is not already in the project’s timeline.  After the meeting, it is recommended that an email be sent from the FSA QA Team to the QA Task manager that will provide all supporting artifacts in preparation for the review.  The Task manager, the IPT Lead and key members of the project team should also be copied on this email.

· Processes are reviewed for compliance to the appropriate plan, procedure or checklist.

· Quality records are reviewed to assist in confirming an activity’s compliance to a procedure.

· If documents are not adequate to confirm compliance or identify noncompliance, then the FSA QA Team representative may interview project team members.

· Sampling is adapted to maximize efficiency (because organizational QA resources are always limited, and a 100% sampling is impractical, there are several methods to maximize efficiency):

a. The FSA QA Team representative may sample issues as agreed to by the project and the FSA QA Team representative.  (If possible noncompliance issues are uncovered during the review, the FSA QA Team representative has the authority to select optional work products or processes, above and beyond those itemized in the project QA plan for further evaluation.)

b. They may sample issues itemized in the project’s improvement plan, if applicable.

c. The FSA QA Team representative may attend key process meetings to observe process compliance, and issues raised during these events.


3. Document Findings

The FSA QA Team representative documents all noncompliance issues in a Memorandum of Record (MOR) document.

There are 3 categories of findings:

· Major noncompliance – schedule risk, feature risk or incorrect metrics;

· Minor noncompliance – all others;

· Observation – potential improvement opportunity.

Refer to QA/IV&V process for additional categories for documenting findings.


4. Distribute Findings

The MOR is first released to the FSA QA Team Lead for review and approval.  Then the MOR is shared and discussed with the QA Task manager, the Task manager, the IPT Lead and key team members for review and resolution.  Alternatively, the FSA QA Team representative may place the findings in a project document repository and notify the appropriate personnel that results are available.


5. Project Evaluates Noncompliance

All appropriate parties meet, discuss and come to an understanding of MOR findings.  The project team then works to resolve all noncompliance issues and communicates their status to the FSA QA Team.


6. Project Documents Response

All resolved items must be supported with artifacts.  The QA Task manager will be the coordinator for these quality records.

There are 3 milestones associated with the MOR:

· Initial Project Response Date on an action item;

· Issue Resolution Date;

· Date the issue closed or escalated.

Disposition can include “no action and state rationale,” “project team’s action plan to improve,” or “project team will seek waiver or specify tailoring requirement in the future.”  The project team will update the MOR with a cover letter signed by the Task manager or a designee.

The organization FSA QA Team representative then approves the updated MOR and distributes to the team, and schedules a meeting with the team to share project findings.


7. Implement Corrective Action Plan

The FSA QA Team tracks and monitors the resolution of noncompliance items either by corrective action or an acceptable documented rationale.  Where necessary, the FSA QA Team conducts follow-up evaluations of the corrected process or work product.

For items requiring action, the project team will forward the updated MOR and a cover letter signed by the Task manager, together with the Corrective Action Forms, on the corrective action due date.

3.3.5  SEQ "H4Num" \r 0 \h 

 SEQ "H5Num" \r 0 \h Outputs

· Memorandum of Record (MOR) with QA metrics is shared with project team.

· Evaluation reports of contracted documents.

· Final QA IV&V report.

· Lessons learned

3.3.6 Exit Criteria

· MOR signed off by FSA’s QA Team representative.

· Final QA IV&V report, including lessons learned signed off.

3.4 QA/IV&V Evaluation and Selection

Initial selection of Industry Partners is accomplished by seeking out those companies that may be recommended to FEDSIM or FSA as possibly appropriate to the Independent Validation and Verification (QA/IV&V) program.  Additional possible Industry Partners are discovered by the voluntary entry of an organization into the process.  These volunteers are frequently following up on information provided to them by an information service, such as FedSource, or they are following up on the old Commerce Business Daily (CBD) announcement for interested small business, placed by FSA’s acquisition organization in October 2000.

3.4.1 Entrance Criteria

· Need for QA/IV&V effort is identified.

· Need to select a QA/IV&V Partner is recognized.

· QA/IV&V Partner volunteers and services.

3.4.2 Inputs

· Objective evidence stating the need for QA/IV&V process.

· Partner qualification criteria require evaluation.

· Partner corporate capabilities package is requested by FSA.

· Request for Quote (RFQ) has been submitted by FSA.

3.4.3 Process Flow
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3.4.4 Process


1. Evaluate Partner Qualification 

Prospective Industry Partners are further qualified, prior to requesting corporate capabilities, by using the following tools:

· FEDSIM checks the SBA PRO-Net Database for confirmation of 8(a) status.

· FEDSIM checks the List of Parties Excluded From Federal Procurement and Nonprocurement Programs for exclusion of a possible Partner.

· FEDSIM checks the Dun and Bradstreet database for corporate history and financial strength.

· FEDSIM checks the FedMarket Mammoth Vendor Directory for information consistency

· FEDSIM checks the Federal Supply Service (FSS) Schedules listing to confirm that a current Schedule contract is in place.


2. Evaluate Corporate Capabilities 

Possible Industry Partners that pass all of these checks are then sent a request for corporate capabilities.  The request currently consists of the following items:

· Executive Summary.

· Corporate capabilities statement, in reference to QA/IV&V.

· Sample of an QA/IV&V procedure used or developed by the organization.

· Example of two previous QA/IV&V efforts performed by the organization.

· Understanding of the requirements of an QA/IV&V effort.

· Management approach to staffing and maintaining an QA/IV&V effort.

· Technical approach to an QA/IV&V effort.

· Model resumes of the type of staff proposed.

· Contract availability, provide your GSA Schedule information and confirm your status under the SBA’s 8(a) program.


3. Evaluation by FSA/FEDSIM 

Upon receipt of the corporate capability packages, FSA performs an analysis of the information to provide a list of the best qualified of the possible Industry Partners.

FEDSIM uses the recommendations of FSA to build the list of possible Industry Partners to request a quote form.   These Industry Partners are sent a Request for Quote (RFQ) against which FEDSIM instructs them to provide cost data, a staffing plan, and present any assumptions that they might have made to prepare their offer.

FEDSIM and FSA then evaluate the offers, based on a best value to the Government paradigm.  The Industry Partners’ capabilities, staffing plan and assumptions are evaluated, as having a greater value to the Government than the cost of the offer.


4. Review of Selected Partner

Once a Partner meets the FEDSIM and FSA evaluation criteria and is selected as the FSA operating Partner for QA/IV&V activities, the Partner undergoes further reviews by FSA and the project team, as follows:

A. Five Step Implementation

1. Assess QA IV& V needs for a planned project.

2. Tailoring procedures to fit schedule and budget.

3. Execution of evaluation tasks, development and CM.

4. Measuring and analyzing results of QA/IV&V to identify project risk and deficiencies.

5. Provide analytical feedback, “Value Added” to improve quality and reliability.
B. 8(a) Contractor Performance Measures:

1. Technical

a) Error rates – number of mistakes/errors allowed in meeting the performance standard

b) Accuracy rates – similar to error rates, but most often stated in terms of percentages

2. Schedule

a)  Response times, 

b)  Delivery times, 

c)  Meeting deadlines, milestones or due dates, 

d)  Adherence to schedule

3. Cost

a)  Keeping within the estimated cost or target costs.  (Applies to cost-reimbursement contract arrangements)

4. Business

a) Quality and availability of assistance

b) Flexibility and responsiveness to changing requirements & priorities.

c) Effectiveness & timeliness of communication

C.     Quality Assurance 8(a) Contractor Performance Metrics:

	Designation:
	Type of Measurement:
	Method of Measurement:

	
	
	

	Technical
	Quality (Error Criticality)
	100% Review of Deliverable (Critical vs. Non-Critical)

	
	
	

	Schedule
	Time (Schedule /Timeliness)
	100 % Schedule Review.

(Reports and Assessments)

	
	
	

	Cost
	Funding Committed ($)
	Based on Contract Type.

(FFP – Price Schedule)

(LH / T&M – Burn Rate)

	
	
	

	Business
	Customer Interaction / Flex
	Evaluations and Surveys.

(Stakeholders / IPT Members

and ED Staff) 



D.  QA/IV&V Applied in Three Different Manners:

1. Full Life Cycle – Based on selected SLC and development methodology the QA/IV&V activity will follow the five phases:  Vision, Definition, Construction, Development and Support & Retirement.

2. Partial Life Cycle – Based on the selection of one or more of the Pre-Construction Phase product activities supported with IV&V (also, known as the QA IV&V “Lite” Approach).

3. Risk based assessment support that provides mature applications with analysis that fits funding constraints.  (QA IV&V  “Ultra-Lite” approach)

3.4.5 Outputs

· Potential QA/IV&V Partner meets preliminary FEDSIM selection conditions.

· Corporate Capabilities Package is submitted for analysis to FSA and FEDSIM.

· FSA/FEDSIM conduct evaluation of potential Industry Partners.

· Quality Assurance 8(a) Contractor Performance Measures are applied to potential QA/IV&V Partner.

3.4.6 Exit Criteria

· QA/IV&V Partner is selected after meeting selection criteria.

3.5 External Review of QA Activities

3.5.1 Entrance Criteria

· External review has been scheduled.

3.5.2 Inputs

· QA policy, QA Process guide, QA plans, QA checklists, QA guidelines;

· Results of QA activities, documented in Review Reports and minutes;

· Available project team members for interviews, if necessary, for any clarifications.

3.5.3 Process

The organization policies state that either an external group or consultants must review the FSA QA Team’s activities for compliance, periodically.  Any risk management issues will also be addressed.  These activities must be part of the FSA QA Team’s overall plan and schedule for the organization.  Just as with internal reviews, the FSA QA Team must be informed prior to the hiring of external reviewers and funding commitment has to be made.

3.5.4 Outputs

· Review report;

· Findings briefing.

3.5.5 Exit Criteria

· Review report completed;

· Findings briefing conducted.

4. Quality Assurance Roles

The QA process requires several roles, some of which can be performed on a part-time basis. The following is a description of the QA roles and responsibilities:

1.
FSA QA Team/FSA QA Team Representative

The FSA QA Team is responsible for performing QA reviews for FSA projects.  The FSA QA Team helps a project meet its quality standards by referencing best practices resources and process methodology.  In a QA review, the FSA QA Team analyzes acquisition process, project processes, project deliverables and software development documentation for completeness.  Furthermore, the FSA QA Team interviews project members (of all levels) to ensure they are following the processes and standards established by the project.  After the review is conducted, the FSA QA Team is responsible for documenting the findings of the project’s QA review, which include issues identified, and recommendations for resolving them.  In addition to delivering feedback to the project, the FSA QA Team follows up with the project after the review to determine whether or not the project has addressed all of the items identified in the review.

The FSA QA Team is also available to review the SAP, the Business Case, and the Task Order for completeness, clearness, relevance, and value.

2. QA Task manager/Project’s QA Team

The QA task manager is responsible for ensuring the project is performing all of the QA tasks identified by the task.  The QA task manager is also responsible for coordinating QA activities (such as scheduling QA reviews) and acting as the liaison between the FSA QA Team and the project.  Frequently, the QA task manager is responsible for either creating, or supervising other project members in the creation of QA documentation, such as the QA review schedule and procedures for QA activities.  The QA task manager responsibilities are performed on a part-time basis.

 3.
Project Members

All project members play an active role in the QA process.  The following outline the common expectations for all of project roles:

· Follow the QA tasks identified by the project;

· Identify issues and provide feedback on them to the QA task manager;

· Participate in the QA reviews by describing the actual processes used by the project;

· Help resolve issues identified during a QA review and act on the resolutions.

The QA task manager selects project members to participate in a review.  Project members are selected based on their roles and responsibilities on the project. 

5. Templates and Examples

This section contains templates and examples for the QA initiative.  

	5.1 Quality Assurance Plan Template

The QA Plan template is used to create a project quality plan.  A project may use the template to document a quality plan that contains QA activities.  
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	5.2 Quality Assurance Process Checklists

The QA Process Checklists are used to review current processes at FSA including acquisition planning, project management, requirements development and management, configuration management, and transition to support.
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	5.3 Corporate Capabilities Evaluation Worksheet

The Corporate Capabilities Evaluation Worksheet is known as the GSA/FEDSIM Interagency Service Agreement, and is designed to evaluate contractors in ten key areas.  The worksheet contains two, one-page documents, for the purpose of summarizing a contractor’s Overall Strengths and Overall Weaknesses.
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	5.4 RFQ Proposal Review Form

The RFP Proposal Review Form is used to document vendor selection data and comments regarding individual quote proposals to support vendor out brief activities. 

.
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	5.5 QA Contractor Performance Survey 

The QA Contractor Performance Survey measures the QA/IV&V contractor’s process effectiveness in regards to their contract performance measures.  This survey is completed the ECAD/QA staff member assigned to the particular IPT development effort and the QA team leader.
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	5.6 Customer Satisfaction Questionnaire 

The QA Monitoring Survey measures the QA /IV&V contractor’s process effectiveness.  This survey is to be completed by FSA personnel who come in contact with an QA/IV&V effort
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Solution Acquisition Planning Checklist


		Evaluation Criteria

		Yes/


No

		Comments

		Supporting Artifacts

		Date



		Did Solution Acquisition Planning begin at the beginning of the Vision phase? If not when and under what circumstances?

		

		

		

		



		Were the project’s Vision phase activities estimated for time and effort? 

		

		

		

		



		Was the estimation documented and include in the Solution Acquisition Plan (SAP)?

		

		

		

		



		Were resources assigned to the acquisition effort?  Were those resources documented in the SAP?

		

		

		

		



		Did the acquisition resources receive appropriate training in acquisition planning or have experience in acquisition planning?  Was that training or experience documented in the SAP?

		

		

		

		



		Was the Business Case developed in accordance with the IT Investment Management procedures?

		

		

		

		



		Was the business case baselined and placed under management control?

		

		

		

		



		Were the acquisition strategy and solicitation activities planned for and documented in the SAP?

		

		

		

		



		Were project management activities, including risk management planning, decided upon and planned?  Were they documented in the SAP?

		

		

		

		



		Did the Executive Sponsor review the SAP? Was the SAP approved and baselined?

		

		

		

		



		Was the SAP updated and maintained throughout the appropriate phases of the SLC?

		

		

		

		



		Was the acquisition management activity contract tracking and oversight planned for and documented in the SAP?

		

		

		

		



		Was the acquisition management activity requirements development and management planned for and documented in the SAP?

		

		

		

		



		Was the acquisition management activity configuration management for and documented in the SAP?

		

		

		

		



		Was the acquisition management activity quality management planned for and documented in the SAP?

		

		

		

		



		Was the acquisition management activity evaluation planned for and documented in the SAP?

		

		

		

		



		Was the acquisition management activity transition to support planned for and documented in the SAP?

		

		

		

		



		Were the measurements, including effort, costs, and schedule, for the project’s success agreed upon and documented in the SAP?

		

		

		

		



		Did the Executive Sponsor review updates to the SAP? Does supporting documentation exist?  

		

		

		

		



		Was the project managed and tracked throughout the phases of the SLC using the SAP as a guide?

		

		

		

		



		Was the acquisition planning estimating worksheet completed for planning effort and duration?

		

		

		

		



		Was the acquisition planning estimating worksheet completed with actual effort days and duration?

		

		

		

		



		Was the SAP process evaluated at the end of the project?

		

		

		

		





Solution Acquisition Project Management Checklist


		Evaluation Criteria

		Yes/


No

		Comments

		Supporting Artifacts

		Date



		Project Management Planning

		

		

		

		



		1. Were project management activities defined and documented in the solution acquisition plan?

		

		

		

		



		2. Were roles, responsibilities and authority designated and documented in the solution acquisition plan?

		

		

		

		



		3. Were project commitments and goals communicated to the project team?

		

		

		

		



		4. Were changes to project commitment and goals communicated to the project team?

		

		

		

		



		5. Were the project management activities reviewed by project management and the Executive Sponsor on a periodic or event driven basis?

		

		

		

		



		Schedule/WBS

		

		

		

		



		6. Was the project schedule documented and tracked in a WBS (e.g. MS Project)?

		

		

		

		



		7. Was responsibility designated for maintenance of the WBS?

		

		

		

		



		8. Were project management activities included in the project’s WBS?

		

		

		

		



		Project Status

		

		

		

		



		9. Was the project’s progress tracked based on the measures defined in the solution acquisition plan, including costs?

		

		

		

		



		10. Was project status reported in regularly scheduled status reports?

		

		

		

		



		11. Was project status reviewed in regularly scheduled status meetings?

		

		

		

		



		12. Were status reports completed by the project team and reviewed by project management and the Executive Sponsor on a regular basis?

		

		

		

		



		Risk Management

		

		

		

		



		13. Were risks identified and tracked in a risk log or matrix?

		

		

		

		



		14. Was the project team encouraged to identify risks and report them to management?

		

		

		

		



		15. Were critical risks reported in status reports?

		

		

		

		



		16. Were risks discussed in status meetings?

		

		

		

		



		17. Were mitigation plans developed and utilized for risks?

		

		

		

		



		Issue Management

		

		

		

		



		18. Were issues identified and tracked in an issue log or matrix?

		

		

		

		



		19. Was the project team encouraged to identify issues and report them to management?

		

		

		

		



		20. Were critical and/or irresolvable issues escalated to management?

		

		

		

		



		21. Were issues discussed in status meetings?

		

		

		

		



		22. Was corrective action taken when necessary?

		

		

		

		





Requirements Development and Management Checklist

		Evaluation Criteria

		Yes/ No

		Comments

		Supporting Artifacts

		Date



		1. Was the Requirements Development and Management Plan completed and kept up-to-date?

		

		

		

		



		2. Was the Requirements Development and Management Plan consistent with the other documents on which it was based or dependent (e.g. Solution Acquisition Plan)?

		

		

		

		



		3. Were the requirements development and management activities to be performed defined?

		

		

		

		



		4. Were the groups associated with requirements development and management activities identified, and their interaction defined?

		

		

		

		



		5. Were the procedures for requirements development, including planning, elicitation, analysis, and verification defined?

		

		

		

		



		6. Were the procedures for requirements management, including baseline establishment, change control, and status reporting defined?

		

		

		

		



		7. Were the procedures for defining attributes that describe a satisfactory requirement defined?

		

		

		

		



		8. Were the procedures for impact analysis of changes to requirements or introduction of new requirements defined?

		

		

		

		



		9. Were resource requirements and schedules to perform requirements development and management activities defined?

		

		

		

		



		10. Is there evidence of peer review of this document (sign-offs or other)?

		

		

		

		





Requirements Document Checklist


		Evaluation Criteria

		Yes/ No

		Comments

		Supporting Artifacts

		Date



		1. Was the requirements document complete and up-to-date?

		

		

		

		



		2. Was the requirements document consistent with the other documents on which it is based or dependent?

		

		

		

		



		3. Were requirements for all areas of the product specified?

		

		

		

		



		4. Were requirements enumerated in a way that supports traceability through the entire acquisition, development and acceptance test?

		

		

		

		



		5. Were requirements for external interfaces defined?

		

		

		

		



		6. Is data provided so that the impact of each requirement change may be assessed and quantified?

		

		

		

		



		7.  Were there artifacts showing stakeholder’s agreement to these commitments are available?

		

		

		

		



		8. Is there evidence of peer review of this document (sign-offs or other)?

		

		

		

		





Software Configuration Management (SCM) Checklist


		Evaluation Criteria

		Yes/No

		Comments

		Supporting Artifacts

		Date



		1.  Was the Project SCM Plan up-to-date (i.e., reflects the current release information)?

		

		

		

		



		2. Did the Project SCM Plan meet the requirements of the SCM Plan Standard?

		

		

		

		



		3. Was the Project SCM Plan consistent with the QA Plan?

		

		

		

		



		4. Were resources clearly defined and specified?

		

		

		

		



		5. Was the procedure for controlling work products and baselines, including identification, control, tracking, status, and reporting documented?

		

		

		

		



		6. Was the procedure for release documented?

		

		

		

		



		7. Was the procedure for recording and reporting status of work products and baselines documented?

		

		

		

		



		8. Was the procedure for recording and reporting status of SCM activities documented?

		

		

		

		



		10. Was the procedure for performing SCM baseline audits documented?

		

		

		

		



		7. Were the interfaces and dependencies identified and described?

		

		

		

		



		8. Was the testing environment documented?

		

		

		

		



		9. Was there evidence of peer review of this document?

		

		

		

		





Transition to Support Plan Checklist


		Evaluation Criteria

		Yes/No

		Comments

		Supporting Artifacts

		Date



		1. Was the Transition to Support Plan consistent with the other documents on which it is based or dependent?

		

		

		

		



		2. Was the Transition to Support Plan complete and up-to-date?

		

		

		

		



		3. Was the support organization identified in the plan?

		

		

		

		



		4.Was the support resource requirements identified in the Plan?

		

		

		

		



		5. Were transition activities described in the Plan?

		

		

		

		



		6. Were transition responsibilities defined in the plan?

		

		

		

		



		7. Was a schedule of transition activities provided in the Plan?

		

		

		

		



		8. Were the warranty and data rights provisions described in the Plan?

		

		

		

		



		9. Was there evidence of peer review of this document?
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FSA Solution Life Cycle


Quality Assurance RFQ Proposal Review




RFQ Proposal Review


Project:  (Project Name Here) (Code Here)


Respondent:
(Company ID Here)




Date Received


Date Reviewed  

Evaluation Scoring


5.    Exceptional


4.    Highly Acceptable


3. Acceptable


2. Marginally Acceptable


1. Not Acceptable


NA. Not Applicable


Reviewer:  (Reviewer Name Here)


		Evaluation Categories

		Score



		Technical Approach:

		



		Comments:  

		



		

		



		Management Approach:

		



		Comments:  

		



		

		



		Cost Evaluation:

		



		Mandatory CLINs

		



		Comments: 

		



		

		



		Optional CLINs:

		



		Comments: 

		



		

		



		Total Score
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FSA Solution Life Cycle


Quality Assurance Contractor Performance Survey




         FSA/CIO/E-CAD/ Quality Assurance


		Contractor Performance Survey



		Contract Reference:   FEDSIM Contract GS-35F-0232K/T0000AJ3701


Contract Task:              Common Origination and Disbursement (COD)

Contractor:                    CTGi



		Deliverable or Period: 





Summarize contractor performance and enter the number that corresponds to the rating for each rating category. (See attached Rating Guidelines)

1. QUALITY OF PRODUCT OR SERVICE

( 1 ---- 2 ---- 3 ---- 4 ---- 5 )     (NA)
RESPONSE:   [      ]

		 Comments:








2. COST CONTROL


( 1 ---- 2 ---- 3 ---- 4 ---- 5 )     (NA) 
RESPONSE:   [      ]


		 Comments: 







3. TIMELINESS OF PERFORMANCE


( 1 ---- 2 ---- 3 ---- 4 ---- 5 )     (NA) 
RESPONSE:   [      ]

		 Comments:








4. BUSINESS RELATIONS




( 1 ---- 2 ---- 3 ---- 4 ---- 5 )     (NA) 
RESPONSE:   [      ]

		 Comments:








5. Is/was the contractor committed to customer satisfaction?


( 1 ---- 2 ---- 3 ---- 4 ---- 5 )     (NA) 
RESPONSE:   [      ]

		 Comments:








6. Would you recommend selection of  this firm again?


( 1 ---- 2 ---- 3 ---- 4 ---- 5 )     (NA) 
RESPONSE:   [      ]


		 Comments:








Prepared by:                                                            Date:


Title:


Ratings Guidelines (National Institute of Health)


Summarize contractor performance in each of the rating areas.  Assign each area a rating of: 1 (Unsatisfactory), 


2 (Fair/Marginal), 3 (Good/Satisfactory), 4 (Excellent/Very good), 5 (Outstanding/Exceptional).  Use the following instructions as guidance in making these evaluations.  Ensure that this assessment is consistent with any other Agency assessments made (i.e., for payment of fee purposes).


		Criteria

		Quality of Product or Service

		Cost Control




		Timeliness of Performance

		Business Relations



		

		· Compliance with contract


· Accuracy of reports


· Effectiveness of personnel


· Technical excellence

		· Record of forecasting and controlling target costs


· Current, accurate and complete billings


· Relationship of negotiated costs to actuals


· Cost efficiencies

		· Met interim milestones


· Reliability


· Responsive to technical direction


· Completed on time including wrap-up and contract administration


· Met delivery schedules


· No liquidated damages

		· Effective management including subcontracts


· Reasonable/ cooperative behavior


· Notification of problems


· Flexibility


· Pro-active vs. reactive


· Effective small/ small disadvantaged business subcontracting program



		1 - Unsatisfactory

		Nonconformances are jeopardizing the achievement of contract requirements, despite use of Agency resources

		Ability to manage cost issues is jeopardizing performance of contract despite use of Agency resources

		Delays are jeopardizing performance of contract requirements, despite use of Agency resources

		Response to inquiries, technical/ service/ administrative issues in not effective



		2 - Fair/Marginal

		Overall compliance requires minor Agency resources to ensure achievement of contract requirements

		Ability to manage cost issues requires minor Agency resources to ensure achievement of contract requirements

		Delays require minor Agency resources to ensure achievement of contract requirements

		Response to inquiries,


technical/service/ administrative issues is somewhat effective



		3 - Good/Satisfactory

		Overall compliance does not impact achievement of contract requirements

		Management of cost issues does not impact achievement of contract requirements

		Delays do not impact achievement of contract requirements

		Response to inquiries, technical/ service/ administrative issues is usually effective



		4 - Excellent/ Very good

		There are no quality problems

		There are no cost management issues

		There are no delays

		Responses to inquiries, technical/ service/ administrative issues is effective





5 - Outstanding/Exceptional:
The contractor has demonstrated an outstanding performance level in any of the above four categories that justifies adding a point to the score.   It is expected that this rating will be used in those rare circumstances when contractor performance clearly exceeds the performance levels described as “Excellent.”
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FSA Solution Life Cycle


Quality Assurance Customer Satisfaction Questionnaire




         FSA/CIO/E-CAD/ Quality Assurance


		Customer Satisfaction Questionnaire



		Contract Reference:   FEDSIM Contract GS-35F-0232K/T0000AJ3701

Deliverable or Period: Consulting Performance (COD/CTGi)



		Scope:     Content, Quality & Accuracy of the QA consultant’s involvement





If you feel a question does not apply or you have no opinion please indicate using (NA).


1. Are you satisfied with the overall quality of work being performed by the QA/IV&V contractor?  


( 1 ---- 2 ---- 3 ---- 4 ---- 5 )     (NA)

RESPONSE:   [      ]

		 Comments:








2. Do you feel that QA/IV&V task is adding value to your program?



( 1 ---- 2 ---- 3 ---- 4 ---- 5 )     (NA) 
RESPONSE:   [      ]


		 Comments: 







3. Was the Consultant Team responsive and flexible to ad hoc meetings, schedule changes, etc.?



( 1 ---- 2 ---- 3 ---- 4 ---- 5 )     (NA) 
RESPONSE:   [      ]

		 Comments:








4. Were the Consultant Team’s documents delivered on time or ahead of schedule, free of spelling error or clerical defect, thorough and complete – was the information accurate?



( 1 ---- 2 ---- 3 ---- 4 ---- 5 )     (NA) 
RESPONSE:   [      ]

		 Comments:








5. Did the Consultant activities avoid delays in established schedules and development planning?



( 1 ---- 2 ---- 3 ---- 4 ---- 5 )     (NA) 
RESPONSE:   [      ]

		 Comments:








6. Did Consultant Team personnel interact professionally with Government and contractor personnel in communicating appropriate information to affected program elements in a timely and cooperative manner?



( 1 ---- 2 ---- 3 ---- 4 ---- 5 )     (NA) 
RESPONSE:   [      ]


		 Comments:








Prepared by:                                                            Date:


Title:


Evaluation of Contractor’s Performance


Based on Industry Best Practices and IEEE Standards


Exceptional (5) – Performance meets requirements and exceeds many.  The performance of the indicator being assessed was accomplished with no problems, or few minor problems for which corrective actions taken by the CONSULTANT Team were highly effective.


Very good (4) – Performance meets requirements and exceeds some.  The performance of the indicator being assessed was accomplished with some minor problems for which corrective actions taken by the CONSULTANT Team were effective.


Satisfactory (3) – Performance meets requirements.  The performance of the indicator being assessed was accomplished with some minor problems for which corrective actions taken by the CONSULTANT Team appear satisfactory, or completed corrective actions were satisfactory.


Marginal (2) – Performance does not meet some requirements.  The performance of the indicator being assessed reflects a serious problem from which the CONSULTANT Team has not yet identified corrective actions.  The CONSULTANT Team’s proposed actions appear only marginally effective or were not fully implemented.


Unsatisfactory (1) – Performance does not meet requirements and recovery is not likely in a timely or cost effective manner.  The performance of the indicator contains serious problem(s) for which the CONSULTANT Team’s corrective actions appear or were
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FSA Solution Life Cycle


Quality Assurance Corporate Capabilities Evaluation Worksheet




QUALITY ASSURANCE (QA) IV&V Program for <<Project>>


GSA / FEDSIM Interagency Service Agreement – 0023EDE


Company Name / Code: _____________________________________________________________.


Rating:   ___ Acceptable
___ Potentially Acceptable
___ Unacceptable


Evaluator’s Name / Code: ____________________________________________/____.  Date __/__/__


Corporate Capabilities Evaluation Worksheet


		Section

		Section Heading

		Maximum Points



		

		

		



		0.1

		Executive Summary, Web Page (0 to 5)

		__________



		

		

		



		1.

		Corporate Capabilities (0 to 5)

		__________



		

		

		



		2. 

		Recent Corporate Experience / Performance (0 to 5)

		__________



		

		

		



		3.

		Sample of QA IV&V Procedures (0 to 5)

		__________



		

		

		



		4.

		Examples of two Previous QA IV&V Efforts (0 to 5)

		__________



		

		

		



		5.

		Understanding of the Requirements (0 to 5)

		__________



		

		

		



		6.

		Management Approach (0 to 5)

		__________



		

		

		



		7.

		Technical Approach / Standards (0 to 5)

		__________



		

		

		



		8.

		Project Staffing / Resumes (0 to 5)

		__________



		

		

		



		9.

		Document contract availability: provide your


GSA Schedule information; confirm your status


under the SBA’s 8(a) program; and submit 


proof of an approved accounting system


(if applicable) (FEDSIM)

		___N/A__



		

		

		



		

		Grand Total (Maximum 45)

		__________





SOURCE SELECTION INFORMATION, SEE FAR 3.104


QUALITY ASSURANCE  (QA) IV&V Program for <<Project>>


GSA / FEDSIM Interagency Service Agreement – 0023EDE


Company Code:


Evaluator’s Code:


Overall Strengths (Summary):


SOURCE SELECTION INFORMATION, SEE FAR 3.104


QUALITY ASSURANCE (QA) IV&V Program for <<Project>>


GSA / FEDSIM Interagency Service Agreement – 0023EDE


Company Code:


Evaluator’s Code:


Overall Weaknesses (Summary):


SOURCE SELECTION INFORMATION, SEE FAR 3.104
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FSA Solution Life Cycle


 Quality Assurance Plan


FSA Solution Life Cycle


Quality Assurance Plan




Quality Assurance (QA) Plan <<Template>>


1.0 Introduction


Project Name:


Channel:


Project Sponsor:


Project Lead:

1.1 Purpose


<<State the purpose of the Quality Assurance (QA) Plan, list and describe processes, activities, standards, and work products. Incorporate Post Implementation Review metrics information from the Business Case and the Solution Acquisition Plan (SAP), as necessary.  State how QA Plan ties into the phases of the Solution Life Cycle (SLC). << Include description of FSA’s policy for QA.>>


1.2 Project Overview


<<Refer to the SAP for description and definition of the project to which this QA Plan applies.  The document includes scope of the project, timetable, milestones, key deliverables, roles and responsibilities, reporting structure, etc.>>


1.3 Relationship to Other Plans


<<Describe other plans that work in concert with the QA Plan for a given project, such as the SAP and Work Breakdown Structure (WBS).>>


1.4 QA Process


<<Develop QA Plan, Review Plan (internally on project and FSA level), Approve Plan, Baseline Plan, Manage & Control changes to QA Plan.  Within the QA Plan, define roles, responsibilities, and activities required to ensure the QA Plan is reviewed and baselined -- use table below.>>


		Responsibility

		Activity



		Process Improvement (PI) Liaison and/or Project Manager

		Create QA plan (including schedule roles and responsibilities).



		Project Manager

		Provide QA reviewer with project background information including the final QA Plan.



		QA Manager

		Submits reminder notification based on scheduled QA reviews.



		FSA QA Liaison

		Schedules and conducts discussion of nonconformance items with the Document/Process Owner.  Escalates nonconformance to PI Liaison, as necessary.





2.0 QA Plan


2.1 QA Schedule and Responsibilities


<<Identify the QA schedule and assigned responsibilities for the review of development and project management activities and work products. Project teams may expand or contract the list deliverables as needed.>>


		Deliverable / Processes for QA Review

		QA Reviewer Name


(Use Notes ID)

		Process / Deliverable Owner Name


(Use Notes ID)

		Review Standard / Supporting Documents

		Client Due Date

		Scheduled QA Review Start Date

		Scheduled QA Review End Date



		<<PROJECT NAME>> Project Plan

		

		John Doe


(John E. Doe@ISP.com)

		Monthly assessments performed  by  team XYZ

		MM/DD/YY

		MM/DD/YY

		Ongoing



		Status Report (weekly and monthly)

		

		

		

		As required

		

		



		Conceptual Design

		

		

		

		

		

		



		Updated Business Case

		

		

		

		

		

		



		Technical Architecture Document

		

		

		

		

		

		



		Requirements Specification

		

		

		

		

		

		



		Interface Specification Document

		

		

		

		

		

		



		Training Strategy

		

		

		

		

		

		





2.2 Process Reviews


<<Detail process review activity that occur throughout the Solution Life Cycle, typically at the end of each phase.  Verify processes will be verified against directorate or enterprise policies, CMM standards, processes, procedures, and guidelines, as well as the project’s own processes.  The review includes: Requirements Management, Configuration Management, Project Tracking including Issue/Risk Management, Planning and Estimating, and Quality Assurance.  The QA Team is to conduct the process reviews.>>


		Phase


		Process Reviews to be conducted

		Applicable Standard



		Vision

		

		



		Definition

		

		



		Construction

		

		



		Deployment

		

		



		Support & Retirement

		

		





2.3 Review Estimating Guidelines


<<Outline roles and responsibilities of those participating in the QA review process, estimate time commitment for review preparation, the review itself, discussion of results, and review follow-up if necessary.>>


		

		Plan

		Prepare

		Conduct

		Write Up

		Follow Up

		Other (Train)

		Typical



		QA Review Lead

		4 hrs.

		1-4 hrs.

		1-2 hrs.

		2-16 hrs.

		0-2 hrs.

		N/A

		8 hrs.



		QA Team Members (1-3)

		

		1- 4 hrs.

		1-2 hrs.

		2-16 hrs.

		1-2 hrs.

		N/A

		4 hrs.



		Project Members


(1-3)

		1 hr.

		

		1-2 hrs.

		

		1-2 hrs.

		1 hr.

		2 hrs.





2.4 QA Tools


<<List the tools employed by the QA Team and project teams such as templates, process review checklists, work product checklists, and computer-based applications.>>


2.5 QA Records


<<Document the various records and reports created in performing the QA function. Typical retention period for these records is upon completion of Post-Implementation Review.  Records are retained and maintained by the QA and project teams.>>


		Document Name

		Description



		Quality Audit Report (QAR)

		Reports to the project manager and project team on the findings of QA audits.  The QAR includes the completed forms, checklists, and worksheets from product and process reviews.



		

		





2.6 Training 


<<Record scheduled date for training and the date of its completion, if training is deemed necessary for the project team and members of the QA Team. Conduct QA Orientation as part of the training effort.  The purpose of the QA Orientation is to familiarize project manager on project QA Review Process, establish collaborative practices between the FSA QA Review Team and project teams, and outline roles for those involved. The QA Orientation is a brief session designed to communicate high-level objectives and build understanding between FSA and contractor teams. >>


2.7 Standards


<<List and describe any standards, documentation, and policies that apply to the project.>> 


3.0 QA Metrics Tracking


3.1 Objective


<<Describe measures employed by project that reflect improvement, such as project’s effectiveness, productivity, and quality of product and process.  State any modifications to measures as part of the continuous improvement process.>>  


3.2 Process


<<Assign Process Improvement liaison to collect metrics listed below.  This person is responsible for preparing metrics reports for each project team, analyzing the metrics data, and communicating the results to project personnel and project management. >>


Quality Assurance Metrics (Example)


		

		

		

		Rationale



		

		Metric

		Calculation

		Goal (value)

		Goal (text)

		Question



		1

		QA Schedule Variance 

		(Scheduled QA Review date)  - (Actual QA Review date)  

		0 – 10%

		Consistently hold QA Reviews on the promised date

		How predictable and consistent is our process?



		2

		Number of Issues During SQA Review

		Number of issues found per review

		Minimal (Demonstrate Improvement when Examining Trends)

		Document number of issues 

		How well are we following the processes/ standards? 



		3

		Number of Issues Found By Client (for deliverables only)

		Number of issues found by client

		0

		Limit rework/ deliverable rejection by identifying them early

		How complete are our work products?



		4

		Number and type of Risks identified (for deliverables only)

		Number of Risks

		0

		Reduce or mitigate risks that may impact deliverables

		How do we diminish effect on our work products?



		5

		Number of Constraints identified

		Number of Constraints

		Minimal

		Resolve to identify solutions

		How do we account for effect of constraints?



		6

		Number of Peer Reviews held

		Number of Peer Reviews, work products reviewed

		One review per work product

		Maximize benefit of Peer Review process

		How do we ensure Peer Reviews are conducted?



		7

		Effort

		Number of FTE hours

		

		Maximize resource utilization

		How do we make efficient use of resources?





4.0 Document History


All revisions made to this document are listed here in chronological order.


		Version Number

		Date Modified

		
Name

		
Description



		1.1

		12/11/02

		M. Rockis

		Deletion of PIR purpose



		2.0

		12/29/02

		Integration Partner

		Formatting to SLC Standards



		

		

		

		



		

		

		

		



		

		

		

		





Quality Assurance Plan Template


 Page 1                          

January 20, 2003



 



Quality Assurance Plan Template Version 2.0 

Page 1                          

January 20, 2003
 




_1061908186.vsd

