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Quality Schedule
The following quality events are planned for the project

Example:
	Deliverable
	Quality Event
	Quality Materials
	Purpose

	Preliminary Business Case
	Expert Review
	· Template for Business Case

· Approved Business Case for Project ABC
	Ensure the information is accurate and well constructed prior to submission to Steering Committee

	Project Definition
	Walk-through
	· Template for Project Definition
	Review early draft for completeness

	
	Peer Review
	
	Review final draft for completeness and construction

	Database Design
	Expert Review
	· Standard for Database Design
	Compliance with standard

General accuracy

	Etc
	
	
	


Quality Event

Instructions:
Do one “Quality Event” for each deliverable.
Deliverable 
Instructions:

Identify the type of deliverable.  
Example:   
Preliminary Business Case

Action Event 

Example:  
Expert Review 

Timing

Instructions:

Note when the event is to take place.  If the event is to be held regularly, note the dates.

Example:  
2 weeks before presentation to Steering Committee

Participants

Example:  
P. Manager and B. User who prepared the Business Case.  

Review will be carried out by I.M. Xpert who is the GM of the relevant Business Area.

Supporting Materials (inc. Quality Materials)

Instructions:

Identify any supporting material that will be used such as standards, example documents and templates

Example:

· Template for Business Case

· Approved Business Case for Project ABC 

· Preliminary Business Case for this project

· Draft RFI

Feedback Format

Instructions:

Outline how the results of the Quality Event will be passed back to the team.

Example:  
Handwritten list of areas for consideration.  Debriefing to be held after the review.

Action after Feedback

Instructions:

After the review has taken place, what will happen then?

Example:  
Comments to be considered and if thought of value, they will be incorporated into the Business Case.

Statistics to be Captured

Instructions:

If any metrics are to be captured, what are they?

Example:

· Number of issues raised
· Number of issues actioned
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