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Quality Assurance Plan (QAP) Template

DOCUMENT CONVENTIONS

This document is a template for a Quality Assurance Plan. It should be used as a guide when creating a Quality Assurance Plan for NOAALink Task Orders. This template must be supplemented with Task Order-specific information to produce a Quality Assurance Plan. Blue text within brackets in each section provides guidance on the information to be added to the section.  The blue text may be removed as necessary, provided that the instructions are followed.

1
Quality Assurance Plan

1.1
Introduction

[Your company]’s proposed Quality Assurance Plan for the [Task Order Name] contract is presented in this document.  The Quality Assurance Plan defines the quality targets and management processes that will be undertaken to ensure the quality of deliverables to [Task Order Name] during the Task Order period of performance.  It is a living document, and will be referenced and updated consistently throughout the project to monitor and control the quality level of deliverables and processes undertaken on the project.

The Quality Assurance Plan describes [Your company]’s methodology and organizational methods for Quality Assurance (QA) and Quality Control (QC), as well as the performance measures associated with each of the deliverables/services to be provided under the Task.  It is intended to be a tool to allow NOAA to monitor and assess [Your company]’s performance under the NOAA’s performance metrics described in the PWS. 

NOAALink quality must ultimately be judged by stakeholders, i.e., the business managers and scientists who depend on high quality infrastructure products and services to accomplish their mission.  Stakeholders have made it clear that they expect high quality services that are cost-competitive and available within tight acquisition timelines. Overall, NOAALink subscribes to a Balanced Scorecard perspective of quality management, focusing attention on the following strategic goals:

· Customer Satisfaction.  Tracking and meeting NOAA customer needs for infrastructure services in a systematic, transparent and fully accountable way.

· Financial Management.  Delivering maximum business value per IT dollar spent, through management practices that enable mission success.

· Internal Process. Developing, executing and managing acquisition and infrastructure processes, whether internal or external, to support timely and predictable delivery of IT products and services.

· Learning and Growth.  Providing agility and responsiveness to ever-changing business and scientific needs by deploying the right competencies or resources at the right time.

1.2
Role and Responsibilities

[During the duration of the Task Order you will work with NOAALink management and the key stakeholders for quality activities. All roles and responsibilities for Quality Assurance should go in this section.]

1.3
Communications Procedures

[Throughout the Task Order performance, effective communication on QA/QC activities should be established and maintained through communication methods with the NOAALink Task Manager and other key stakeholders.  In this section describe how you intend to communicate your QA/QC artifacts and processes with NOAALink management (e.g., submission of metrics with monthly project reports, monthly meetings on metrics).]

2.
Quality Assurance and Control

2.1
Overview of the Quality Assurance Program

[In this section summarize your company’s overall project management approach to quality, and also your corporate philosophy. Make sure the focus on quality is supported by a system of review and assessment activities to ensure that all projects are compliant with your defined processes.]

2.2
The Internal Quality Assurance and Control Methods

[In this section describe a variety of methods that would be used on your Task Order to implement effective quality in accordance with performance standards (stated in your PWS). Your company’s Project Manager or Quality Representative should be responsible for defining and implementing a Corrective Action Plan for any identified non-conformance. Select the appropriate Internal Quality Assurance and Control Methods in relation to your Task Order. Some examples of QA/QC methods/assessment activities are listed below.

2.2.2
Peer Reviews

2.2.3
Work Product Reviews

2.2.4
Management Reviews

2.2.5
Audits

2.2.6
Periodic Inspection]

3
Contract Performance Requirements

3.1
Contract /Task Order Quality Assurance and Control Methods

[Report in detail your company’s specific QA methods which will be used against the PWS deliverables to ensure quality.  Also keep in mind that this document is a living document, and will be referenced and updated consistently throughout the project to monitor and control the quality level of deliverables and processes undertaken on the Task Order.

	Figure A-1.  QA Methods (Example)

	Activity per PWS
	Key Deliverable per PWS
	[Your Company] QA Methods Used

	Project Management


	Project Plan

Project Schedules

Status Reports
	Process SOPs/Checklists

Peer Reviews
	Audits

Metrics and Management Reviews

	Software Development Services
	LOE

Design Documents

Source Code

Unit Tests
	Process SOPs/Checklists

Peer Reviews

Unit and Verification Testing
	Audits

Metrics and Management Reviews

	Software Testing Support


	Test Plans

Test Scripts

Test Logs
	Process SOPs/Checklists

Peer Reviews
	Audits

Metrics and Management Reviews

	System Administration Support
	System Reports
	Process SOPs/Checklists

Peer Reviews

Unit and Verification Testing
	Audits

Metrics and Management Reviews

	Database Administration Support
	Release Plans

Logs
	Process SOPs/Checklists

Peer Reviews

Unit and Verification Testing
	Audits

Metrics and Management Reviews


4
Metrics Analysis and Results

4.1
Performance Standards

[Your company’s Project Manager or designated QA/QC official should conduct internal surveillance. Performance metrics should be grouped based on the categories of service support to be provided. See example categories: 

Example Categories

Software Development Services

Software Testing Support

Software Process Improvement Support

System Administration Support

Database Administration Support

Task Management]

4.2
Nonperformance Escalation

[Provide details of the escalation process for substandard performance. This includes non performance and unsatisfactory performance. In this section also describe in detail the corrective actions (plan) that will be implemented to correct substandard performance that the government notices.]

5
Corrective Actions 

[In this section corrective action is defined as any steps taken to rectify deviations from agreed standards, requirements, processes, or activities.  In this section provide details of your proposed process for handling corrective actions. Your corrective action process should continually and proactively be analyzed to determine if the circumstances that created the need for the corrective action could have been prevented. On the NOAALink contract, corrective actions could be developed and implemented in the context of one or more of the following examples: 

· Failure to meet the agreed performance standards on a contract

· Deviations from defined project processes or customer requirements

· Actions taken to address project issues]

6
Performance Requirements Summary (PRS) 

[The PRS is the culmination of quality planning for each specific task. As such, it is probably the most important element in the QAP, since it focuses on measuring the quality of specific tasks and task requirements. Each CLIN/Deliverable has an associated performance requirement(s). Success in the performance requirement is defined by the performance standard. The following table is provided only as an example. It represents a typical requirement to confirm that the handover of an online Help Desk satisfaction survey has been accomplished successfully and that the contractor can deploy and administer the survey effectively.]

Performance Requirements Example

	NOAA Performance Requirement
	NOAA Performance Standard
	NOAA Surveillance/ Monitoring Method
	[Company] Proposed Reporting/ Performance Metrics
	Measurement/

Reporting Frequency
	[Company] Internal Surveillance Method

	Project Plans & Level of Effort Estimates are created on time
	· Project Plan & Level of Effort Estimate are acceptable to the Government
· No slippage in delivery of project plans or LOE estimates
	· Participation in Meetings, Submission of Requested Deliverables, Peer Reviews, SQA audits & inspections

	· Actual vs. baseline start & end dates for all project milestones/deliverables
· Planned vs. Actual LOE for all project deliverables
· % of milestone/deliverable complete
	· Monthly Reporting by PM on project deliverables
· Bi - weekly status updates in status meetings
	· Metrics & Management Reviews
· Process Audits & Inspections

	Survey system is securely hosted.
	· No system outages during survey administration hours due to power or communications failures.
	· Inspection of system monitoring reports and help desk escalations. 
· Inspection of survey administration logs.
	· Escalation of calls is no more that 2% per month.
· Survey administration logs display no more than 2% of outages per month.
	· Monthly Reporting by PM on project deliverables
· Bi - weekly status updates in status meetings
	· Metrics & Management Reviews
· Process Audits & Inspections
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