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1 
PURPOSE, SCOPE, AND OBJECTIVE

1.1 Purpose

The purpose of this document is to specify the Quality Management activities and responsibilities for ensuring the [Project Name, #.# (Project Acronym)] meets the user requirements and conforms to the Chief Information Office (CIO)  Systems Development Life Cycle (SDLC).
1.2 Project Release Scope

The scope of the project release quality program encompasses all system development activities necessary to ensure that the project release will satisfy the needs for which it was undertaken, to collect data for potential process improvements, and in quality assurance for all stages of the Systems Development Life Cycle.
[Provide a brief description of the scope of this release only and its interfaces.]
1.3 Objectives

The objectives of the Quality Assurance (QA) program are:

a) the delivery of a quality system which meets or exceeds customer expectations thereby raising the probability of success

b) end‑state solutions that meet user requirements and support USPTO strategic goals and objectives.

c) USPTO IT solutions following the USPTO SDLC process that meet the requirements for USPTO CPIC reviews and for enterprise architecture compliance.
d) to ensure only essential documentation for building, implementing, operating, or maintaining the system or capability, and for effective management and oversight of [Project Acronym] is developed, updated, and maintained.
e) to periodically provide data and status reports, e.g., cost variance against schedule, to the OPG-PID, CIO and DCIO.
f) to facilitate communication between an active and accountable sponsor and a single Government project manager.
g) to ensure repeatable and predictable processes. 
2 REFERENCE DOCUMENTS

USPTO Systems Development Life Cycle (SDLC), Version 3.0, October 2008.

Project Charter for [Project Acronym], [Document Date].

Project Plan for [Project Acronym], [Document Date].

3 MANAGEMENT

3.1 Responsibilities 

[OCIO PM's Name] is the OCIO Project Manager (PM) for [Project Acronym]. 
[SDL's Name] is the System Development Lead (SDL).
3.2 Relationships

Quality Assurance is an essential part of the systems development life cycle process.  The Office of Organizational Policy and Governance, Process Improvement Division (OPG-PID) staff will be available to assist the PM and SDL to manage the system development quality activities as required.

3.3 Development Strategy

[Enter a description of the projects development strategy.

The following text is an example of what could be used:

JARS is written in Oracle and Visual Basic currently this is Oracle 8.06 and VB 6.0.  Contractor development support will be provided by Raytheon.}  

[The scope of this project does NOT involve the following.

· Development and enhancement of a new system or functionality;

· New integration with any existing USPTO system;

· User or system training.]
3.4 Systems Impacted

[The number of AISs that will be migrated is. The final number of AISs to migrate will be determined during the Definition Phase. The list of the subject AISs are as follows:]
	AIS
	SDL
	Super AIS

	
	
	

	
	
	

	
	
	

	
	
	


3.5 Deployment Schedule

is scheduled to be deployed. 
3.6 COTS Products to be Used

[PLEASE LIST]
4 REVIEWS, AUDITS, AND WALKTHROUGHS
This section describes the various quality reviews to be conducted in support of [Project Acronym] as tailored by the OPG-PID.
4.1 Reviews and Walkthroughs 

[This section will detail the reviews and walkthroughs for each phase.]

4.2 Deliverables 

The following table shows the artifacts and deliverables required for [Project Acronym],.  The QA support staff will review required artifacts for conformance to the CIO specified standards existing and current at the time of the review.  Items subject to review will be provided for posting on the CIO Web and in the CM Repository prior to being reviewed.  Existing [Project Acronym] artifacts may be updated as appropriate.  To meet documentation requirements, the project team is highly encouraged to copy, revise and reuse existing project documentation to the maximum extent possible. This project has been sized as  ?.
	Phase
	Artifact/Activity
	Lead Role
	Comments

	Concept Phase
	PPA Code
	Budget Advisor
	

	
	Work Request Form 
	Business PM
	

	
	Project Size Classification Score Sheet
	OCIO PM
	

	
	SDLC Activities and Artifacts Checklist (tailor at least through Definition Phase)
	OCIO PM
	

	
	Project Name
	OCIO Customer Liaison
	

	
	Assigned OCIO PM and SDL
	OCIO Senior Management
	

	
	Accepted and Prioritized Project
	OCIO Senior Management
	

	
	Project Charter – High-Level Functional and Technical Requirements and High-Level Architecture Approach
	OCIO PM
	

	
	Project Plan (fill out at least through Definition Phase)
	OCIO PM
	

	
	Definition Task ROM Estimate (ICE)
	OCIO PM
	

	
	Concept Phase Go/No Go Decision Form
	OCIO PM
	

	Definition Phase
	Definition Task Orders (FN07; TM02)
	COTR
	

	
	Identified/Assigned Team Members
	OCIO PM
	

	
	Project Name
	OCIO Customer Liaison
	

	
	Statement of Work (Definition Services)
	OCIO Personnel
	

	
	Negotiated Statement of Work
	OCIO Personnel
	

	
	Negotiated Cost of Task Orders
	OCIO Personnel
	

	
	Requirements Specification or (Use Cases and Supplemental Specifications)
	Requirements Lead
	

	
	Solution Architecture Document
	Lead Solution Architect
	

	
	Requirements Traceability Matrix
	Requirements Lead
	

	
	Security Controls Assessment Determination
	SDL
	

	
	SDLC Activities and Artifacts Checklist (tailor through remaining phases)
	OCIO Customer Liaison
	

	
	QA Plan
	QA Team
	

	
	Update Project Plan (complete remaining phases)
	OCIO PM
	

	
	Update Project Charter – High-Level Functional and Technical Requirements and High-Level Architecture Approach
	OCIO PM
	

	
	Project Resource Estimate Worksheet with Total Cost
	OCIO PM
	

	
	Communications Plan
	OCIO PM
	

	
	Risk Management Plan
	OCIO PM
	

	
	Configuration Management Plan
	Configuration Manager
	

	
	FIPS 199 Security Categorization
	SDL
	

	
	Electronic-Authentication Assessment
	SDL
	

	
	System Security Accreditation Boundary
	SDL
	

	
	Privacy Threshold Assessment / Privacy Impact Assessment
	SDL
	

	
	System Security Plan (reviewed)
	SDL
	

	
	Interconnection Security Agreement (drafted)
	SDL
	

	
	Contingency Plan (drafted)
	OCIO PM
	

	
	Capital Investment Decision Paper (for CPIC if needed)
	OCIO PM
	

	
	Expenditure Plan (for CPIC if needed)
	Budget Advisor
	

	
	Financial Obligation Plan (for CPIC if needed)
	Budget Advisor
	

	
	Signed Definition Phase Go/No Go Decision Form CRB (if needed)
	OCIO PM
	

	
	Signed Definition Phase Go/No Go Decision Form ITIRB (if needed)
	OCIO PM
	

	
	Definition Phase Go/No Go Decision Form
	OCIO PM
	

	Design Phase
	Issued Task Order(s)
	COTR
	

	
	Statement of Work

	OCIO Personnel
	

	
	Assigned Team Members
	OCIO PM
	

	
	Acquired Design Hardware
	Lead Solution Architect
	

	
	Acquired Development Hardware
	Lead Solution Architect
	

	
	Acquired Production Hardware
	Lead Solution Architect
	

	
	Acquired Design Software
	Lead Solution Architect
	

	
	Acquired Development Software
	Lead Solution Architect
	

	
	Acquired Production Software
	Lead Solution Architect
	

	
	Setup Design Environment
	SDL
	

	
	Design Environment Configuration Report
	SDL
	

	
	Installation Plan (fill out Development and SIT Sections)
	SDL
	

	
	Setup Development Environment
	SDL
	

	
	Development Environment Configuration Report
	SDL
	

	
	Setup System Integration Testing Environment
	SDL
	

	
	System Integration Testing Environment Configuration Report
	SDL
	

	
	UI Design Document

	SDL
	

	
	Solution Design Document (SDD)
,
 
	SDL
	

	
	Updated Requirement Traceability Matrix
	Requirements Lead
	

	
	System Security Plan
	SDL
	

	
	Rebaselined Project Plan
	OCIO PM
	

	
	Readjusted Project Resource Estimate Worksheet
	OCIO PM
	

	
	Modified Risk Management Plan
	OCIO PM
	

	
	Test plan (draft)
	Release Manager
	

	
	Design Phase Go/No Go Decision Form
	OCIO PM
	

	Development Phase
	Assigned Development Team Names
	OCIO PM
	

	
	Contingency Plan
	SDL
	

	
	Security Testing & Evaluation (ST&E) Plan
	SDL
	

	
	Interconnection Security Agreement
	
	

	
	Development Team Approved Software Code
	SDL
	

	
	Programmer's Maintenance Manual (draft)

	SDL
	

	
	User Involvement Test Result
	Business PM
	

	
	User Approved Software Code
	Business PM
	

	
	Updated Requirement Traceability Matrix
	Requirements Lead
	

	
	User Manual
	SDL
	

	
	CM Build Instruction With Version Description Document
	SDL
	

	
	CM Build Request Form
	SDL
	

	
	 Feature Complete Configuration Management Build
	SDL
	

	
	Test Specifications and Procedures
	Release Manager
	

	
	Conduct Developer’s Regression Test
	SDL
	

	
	Red-lined Test Specification and Procedures
	SDL
	

	
	Setup Training Environment
	SDL
	

	
	Training Environment Configuration Report
	SDL
	

	
	Setup Testing Environment
	SDL
	

	
	Testing Environment Configuration Report
	SDL
	

	
	Setup Production Environment
	SDL
	

	
	Production Environment Configuration Report
	SDL
	

	
	Created New Category, Type and Item in EAMS
	SDL
	

	
	Complete TESW Request Form
	SDL
	

	
	Operational Support Plan (draft)
	SDL
	

	
	Test Plan
	Release Manager
	

	
	Installation Plan (fill out Training and/or Testing Sections)
	SDL
	

	
	Development Phase Go/No Go Decision Form
	OCIO PM
	

	Testing Phase
	Assigned Testing Team Names
	Release Manager
	

	
	Operational Support Plan
	SDL
	

	
	Trained Users
	OCIO PM
	

	
	Trained Help Desk
	SDL
	

	
	Installation Plan (fill out Production Section)
	SDL
	

	
	AIS Operational Summary
	Server Manager
	

	
	Production Environment Configuration Report
	SDL
	

	
	USPTO Configuration Management Build
	SDL
	

	
	Testing Environment Ready
	Server Manager
	

	
	Independent Requirements Testing
	Release Manager
	

	
	Section 508 Compliance Testing
	Sect. 508  Coord.
	

	
	Performance Testing
	Release Manager
	

	
	High Availability Testing
	Release Manager
	

	
	Redundancy Testing
	Release Manager
	

	
	End-to-end System Integration Testing
	Release Manager
	

	
	Built Client Push Package
	SDL
	

	
	System Compatibility Testing
	Release Manager
	

	
	Contingency Testing
	ISSO
	

	
	Security Certification Testing
	ISSO
	

	
	Updated System Security Plan
	SDL
	

	
	Updated Contingency Plan
	SDL
	

	
	Security Risk Assessment Report (draft)
	SDL
	

	
	Plan of Actions & Milestones (POA&M) (draft)
	ISSO
	

	
	Contingency Plan Test Report (draft)
	ISSO
	

	
	Test Reports
	Release Manager
	

	
	Updated Requirement Traceability Matrix
	Requirements Lead
	

	
	Conducted User Acceptance Testing
	Business PM
	

	
	User Acceptance Test Result
	Business PM
	

	
	Updated Programmer’s Maintenance Manual

	SDL
	

	
	Approved Operation Readiness Review Summary and Testing Phase Go/No Go Decision Form (Go/No Go)
	Operations Manager
	

	Deployment Phase
	Complete Production CM Build
	Configuration Manager
	

	
	Programmer’s Maintenance Manual

	SDL
	

	
	Conduct Forward Schedule of Change Meeting
	SDL
	

	
	Post IT Support Announcement
	SDL
	

	
	Production Baseline
	Configuration Manager
	

	
	Production Environment Ready
	Release Manager
	

	
	Deployed Solution
	Release Manager
	

	
	Conduct Production Testing by Primary System
	Operations Manager
	

	
	Open Limited Production Environment for Testing
	Operations Manager
	

	
	Conduct Production Testing by Interfacing System(s)
	Operations Manager
	

	
	Conduct Production Testing by Business Customer(s)
	Business PM
	

	
	Collect Testing Results and Make Decision
	Operations Manager
	

	
	Evoke Emergency Fix Procedure
	Operations Manager
	

	
	Perform System Rollback
	Operations Manager
	

	
	Solution Placed in Production Mode
	Release Manager
	

	
	Remove Production Testing Data
	SDL
	

	
	Remove Special Access Granted for Testing or Deployment
	SDL
	

	
	Updated EAMS Change Record
	SDL
	

	
	Physical Configuration Audit Report
	Configuration Manager
	

	
	Project Closeout and Lessons Learned Report
	OCIO PM
	

	
	Monitor System and Conduct Warranty Period Support
	OCIO PM
	

	
	Final System Security Plan
	IT Security Facilitator
	

	
	Final Security Risk Assessment Report
	IT Security Facilitator
	

	
	Final Plan of Actions & Milestones (POA&M)
	IT Security Facilitator
	

	
	Certification Letter
	IT Security Facilitator
	

	
	Accreditation Letter
	IT Security Facilitator
	

	Operations Phase
	Updated Operational Support Plan
	SDL
	

	
	Conduct and Adjust Performance Measurement
	Operations Manager
	

	
	Monthly Project Availability Report
	TBD
	

	
	Conduct Annual Contingency Test
	ISSO
	

	
	Certification Test Result
	IT Security Facilitator
	

	
	Update Contingency Plan
	SDL
	

	
	Continuous Security Monitoring Review
	ISSO
	

	
	Security Controls Assessment Determination (for all changes)
	SDL
	

	Retirement Phase
	Create EAMS Change Record
	SDL
	

	
	Complete Disposition of Record Under 36 CFR for Compliance
	Record Manager
	

	
	Inform User(s) about Retiring/Deactivating the System
	OCIO PM
	

	
	Lockdown all Database User(s) Except Admins
	DBA
	

	
	Backup/Archive Database (Production Environment)
	DBA
	

	
	Backup/Archive Server (Production Environment)
	Server Manager
	

	
	Shutdown/Reassign Hardware
	Lead Solution Architect
	

	
	Cancel/Transfer Software License(s)
	Lead Solution Architect
	

	
	Close Out Financial Records of Hardware
	Lead Solution Architect
	

	
	Close Out Financial Records of Software
	Lead Solution Architect
	

	
	Remove Hardware and Software
	Lead Solution Architect
	

	
	Draft System Closeout and Lessons Learned Report
	OCIO PM
	

	
	Mark AIS’s Entry in Rochade as Inactive
	SDL
	

	
	Update Master AIS Listing
	SDL
	

	
	Update Affected Webpages with AIS’s Retired Status
	SDLC
	

	
	Update AIS Information in EA Database
	Lead Solution Architect
	

	
	Update FISMA Inventory
	IT Security Facilitator
	

	
	Mark AIS Entry in EPMS as Inactive
	OCIO PM
	

	
	Update Technical Reference Model
	QE Team
	

	
	Remove AIS Name from EAMS
	SDL
	

	
	Close Out AIS PPA Codes
	Budget Advisor
	

	
	Gather and Reallocate Leftover AIS Funds
	Budget Advisor
	

	
	Reallocate/Discontinue AIS O & M Budget Entry
	Budget Advisor
	

	
	Complete System Closeout and Lessons Learned Report
	OCIO PM
	


4.3 Rationale for Tailoring

The tailoring decisions reflected in Sections 4.1 and 4.2 are based on information from a tailoring meeting dated [Month Day, Year].
4.4 Process Assessments

The following are typical process assessments that may be conducted by QA personnel.  

· Project Planning

· Project Monitoring and Control

· Measurement and Analysis

· System/Subsystem Reviews 

· Peer Reviews

· Requirements Management

· Software Configuration Management and Configuration Audits (FCA/PCA)

· Test Management (Verification & Validation)

· Software Problem Reporting and Corrective Action

· Risk Management

· Supplier Agreement Management

4.5 Product Assessments

The following are typical product assessments that may be conducted by QA personnel.  

· Peer Review packages

· Document Reviews (see Section 5, Documentation)

· Software Development Folders

· Software Configuration Management (e.g., configuration baselines, configuration change requests, and change control records)  

· Test results (e.g., requirements traceability matrix, test reports)

5 DOCUMENTATION

The USPTO SDLC specifies the core documentation that must be generated during each phase to document phase activities.  Some documentation remains unchanged throughout the system life cycle while others evolve continuously during the life cycle.  Documents are also revised to reflect the results of analyses performed in later phases.

5.1 Acceptance Criteria 

All new [Project Acronym] documentation will be developed in accordance with current and existing CIO standards.  

The SDLC Artifacts Templates are available at:
http://ptoweb.uspto.gov/ptointranet/cisd/cio/sdlc/artifacts.html
Updated documentation retains the format and criteria from the originally developed document.

5.2 Request for Change

Requests for changes to this plan must be submitted to the project manager and the system development lead, who will coordinate the changes with OPG-PID.
6 STANDARDS, METRICS, PRACTICES, CONVENTIONS, AND WAIVERS
The QA generated artifacts will conform to the USPTO standards and practices, SDLC, and naming conventions.

The project manager will obtain the desired waivers from the responsible organizations and forward a copy for the record to OPG-PID.

The following standard metrics are the minimum planned metrics that may be collected, reported, and maintained in the area of software quality assurance:
· QA effort and funds expended (Planned vs. Actual)

· Number of QA Assessments (Planned vs. Actual)

· Number of QA Assessment Findings or noncompliances (Open vs. Closed)

· Number of QA Assessment Observations

· Number of Risks identified as a result of an QA Assessment

Additional Project metrics may also be collected, reported, and maintained, they  include:

· Number of Peer Reviews (Planned vs. Actual)

· Number of Open vs. Closed Action Items from peer reviews

· Number of Open vs. Closed Software Problem Reports, with aging and trending over a specified time frame 

· Number of Open vs. Closed IV&V Findings

Number of Open vs. Closed software Requests for Action (RFAs) or Action Items from project-level reviews

7 TERMS AND ABBREVIATIONS 

	CIO
	Chief Information Officer

	CM
	Configuration Management

	COTR
	Contracting Officer Technical Representative

	CPIC
	Capital Planning and Investment Control

	DCIO
	Deputy Chief Information Officer

	FN07
	Contract Resource Estimate

	ICE
	Independent Cost Estimate

	ISSO
	Information System Security Officer

	PID
	Process Improvement Division

	PM
	Project Manager

	OPG
	Office of Organizational Policy and Governance

	PPA
	Program Project Activity

	QA
	Quality Assurance

	SDL
	System Development Lead

	SDLC
	Systems Development Life Cycle

	TM02
	Task Management Plan

	USPTO
	United States Patent and Trademark Office

	WBS
	Work Breakdown Structure


� Statement of Work - COTR uses Project Activity Description Report in lieu of SOW for SDI contracts.


� User Interface Design Document (UIDD) and Solution Design Document (SDD) might be waived if there is an existing Detailed Design Document (DDD) for existing AIS and this project size is very small or small.  However, AIS Checklist for Section 508 Compliance document must be added.  


� User Interface Design Document (UIDD) and Solution Design Document (SDD) might be waived if there is an existing Detailed Design Document (DDD) for existing AIS and this project size is very small or small.  However, AIS Checklist for Section 508 Compliance document must be added.  


� Solution Design Document (SDD) includes unit testing section.


� Programmer's Maintenance Manual can be waived if the project creates a new system (AIS) or contains major enhancement to existing AIS and SDD and/UIDD are created and delivered.


� Programmer's Maintenance Manual can be waived if the project creates a new system (AIS) or contains major enhancement to existing AIS and SDD and/UIDD are created and delivered.


� Programmer's Maintenance Manual can be waived if the project creates a new system (AIS) or contains major enhancement to existing AIS and SDD and/UIDD are created and delivered.
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